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The central problem of the study was to determine the nature of the 
workday of the urban high school assistant principal. Specific questions 
guiding the investigation were as follows: 
1. What are the workday activities of an assistant principal? 
2. How long is this day? 
3. How might the pace of the workday be described? 
4. With whom does an assistant principal interact? How? Why? 
5. To what extent is daily work proactive? Reactive? 
6. Do the workdays of the various urban high school assistant 
principals differ? 
The investigator, in the nonparticipant observor role, employed 
five data-collection techniques: field notes; structured interview; 
review of written materials; and structured observation, employing the 
framework of Mintzberg (1973), whereby chronology, written communication, 
and verbal contact records were kept. The sample was composed of five 
assistant principals, representing a cross-section of administrative 
functions, in an urban school district on the West coast. Each assis-
tant principal was observed throughout five days and evenings of school-
related activities. 
The \"/orktime of the composite sample was apportioned in the follow-
ing manner: six percent, telephone calls; 17 percent, desk work; 24 
percent, scheduled meetings; 24 percent, unscheduled meetings; and 34 
percent, observational/informational tours. The average work v-/eek was 
42 hours and 33 minutes; the average workday, 8 hours and 31 minutes. 
The dinensions of brevity, fragmentation, and variety were evident 
in daily work. In twenty-five days, 1,280 separate activities were 
• 
undertaken. The average duration per activity was quite short: tele-
phone calls, two minutes; unscheduled meetings, five minutes; desk 
sessions, nine minutes; tours, 12 minutes; and scheduled meetings, 
36 minutes. Seventy-five percent of all activities lasted less than 
nine minutes. Only one percent exceeded an hour. The assistant prin-
cipal interacted with many participant groups, with heaviest emphasis 
on subordinates within the building (64 percent of input mail, 79 per-
cent of output communications; 49 percent of all verbal contacts) and 
clients, or students and their families (26 percent of all verbal con-
tacts). Fifty-eight percent of all meetings and tours were with one 
other person. The prime purpose for interactions was to convey, receive, 
review, or exchange information (66 percent of input mail, 74 percent of 
contacts, and 79 percent of contact time). The assistant principals 
initiated 54 percent of their verbal contacts and 46 percent of the 
number of pieces of mail received. The factors tentatively isolated 
as related to workday differences were physical facilities, personal 
style and philosophy of assistant principal, time of year, and assigned 
functions. 
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CHAPTER I 
INTRODUCTION TO THE STUDY 
Introduction 
The position of assistant principal is an ubiquitous one in 
American high schools. It is also a job of importance in the adminis-
tration of secondary schools, as the person filling that post has at 
least some responsibility for nearly every aspect of day-to-day opera-
tions (Austin & Brown, 1970, p. 53). Further, it is often the entry-
level position for aspiring educational leaders--for those seeking a 
secondary principalship or central office line administration, includ-
ing the superintendency. 
~~hi1e the assistant principalship is central to school adminis-
tration, the literature relative to the position is disappointing. 
Information regarding the assistant principal, as derived from the lit-
erature, is somewhat inconclusive and fragmentary; and a tone of dissat-
isfaction with the status quo characterizes many writings. For example, 
the assistant principal's role description is considered vague, as the 
fo11o\>/ing comment illustrates: 
It might be assumed that the role of Assistant Principa1 ••. is 
one which has been reasonably well defined. Not so! A survey of 
the limited literature on the role of Assistant Principal convinces 
one in short order that the role is extremely variable and rather 
poorly defined. Assistant Principals are first, what they think 
they are; second, what other colleagues think they should be; and 
third, what the organization wants them to be. (Greenham, 1972, 
p. 27) 
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The major tasks specifically assigned to the assistant principal, 
frequently centering around the pupil personnel responsibilities of 
attendance and discipline (Austin and Brown, 1970, p. 18), have led many 
professionals to decry the narrow stereotypes of the post (Bevan et a1, 
1973; Bordinger, 1973; Greenham, 1972; Hurley, 1965; ~1azzei, 1976). Job 
assignments, in turn, seem to lead to both job dissatisfaction and a 
desire to advance beyond the assistant principalship, as Austin and 
Brown (1970) pointed out: 
We have evidence from our study that only one-fourth of the 
men and half of the women see this position of assistant 
principal as constituting a desirable career assignment •••• 
The problem is not one of salary; this is clear. It is, 
rather, the unpleasant negative stresses, the inability to 
see things through, the "trivialities" or minor tasks that 
are of great importance to others but that provide the in-
cumbent with little sense of fu1fillment--these are iden-
tified as the major sources of low levels of job satisfaction. 
(p. 82) 
The challenge for a researcher concentrating on the position of 
assistant principal is, thus, evident: to design an appropriate 
research methodology for providing an integrated view of the assistant 
principal's everyday work activities. Such a description would serve 
as a research context from which more precise role descriptions might 
emerge and would also provide the basis from which plans for positive 
modifications of the assistant principa1ship could be developed. Most 
importantly, although the problems surrounding the assistant princi-
palship have received literature exposure, only one attempt at a coher-
ent description of the basic work and workday {Austin and Brown, 
1970)--the groundwork for analysis of any administrative post--has pre-
viously been available to students, researchers, or practitioners of 
educational administration. 
The Research Problem 
The central problem of this study was to determine the nature of 
the everyday work of the assistant principal in an urban high school. 
Subproblems are indicated by the following questions: 
1. What are the workday activities of an assistant principal? 
2. How long is this day? 
3. How might the pace of the workday be described? 
4. With whom does an assistant principal interact? How? Why? 
5. To what extent is daily work proactive? Reactive? 
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6. Do the workdays of various urban high school assistant 
principals differ in terms of content, duration, pace, contacts, degree 
of work initiation? If so, what might account for such differences? 
The following objectives, then, concisely state the research prob-
lem: 
1. To investigate the nature of the urban high school assistant 
principal's day by collecting and analyzing observational and structured-
interview data on the work of five high school assistant principals in 
an urban school district, supported by a systematic analysis of the rele-
vant literature. 
2. To develop from this investigation a description of the urban 
high school assistant principal's workday (the activities, length, 
pace, contacts, degree of self-initiation, and workday differences) and 
to compare this workday description to the descriptions of principals' 
and superintendents' workdays derived from the literature. 
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Description of the Research 
The research problem was addressed by directly observing the 
behaviors of five high school assistant principals in a West coast urban 
school district for 25 school days and work evenings. The investigator, 
in the role of nonparticipant observer, collected data by means of: 
Field notes 
Reviews of documents and correspondence 
Structured observations 
Structured interviews 
The research study is reported as follows: 
Chapter II contains a review of the literature, describing and 
analyzing the contributions of managerial work researchers, researchers 
who have conducted observational studies of other educational managers, 
formal organization theorists, and writers focusing specifically on the 
assistant principal. 
Chapter III presents the literature relevant to field study 
research methodology; the research methods and procedures: the 
sampling and data collection procedures, with emphasis on the recording 
and coding of observations on the Chronology, Communication, and Contact 
records; and the problems encountered by the investigator. 
Chapter IV contains a presentation and analysis of the data: 
discussion of the similarity of the sample to other assistant principals, 
the results of the study in terms of the six research sub-problems, and 
comparison of the wor~day description of the assistant principal to the 
available workday descriptions of school principals and superintendents. 
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Chapter V contains a summary of the study procedures, the findings 
for each of the six research questions, and the investigator's recommenda-
tions to researchers of educational administration and to prospective 
and practicing school administrators. 
Significance of the Study 
There is a need for observational studies regarding the day-to-day 
managerial activities of assistant principals. The vice-principal 
position is almost always a part of the administrative structure of 
American secondary schools with enrollments of more than 500 (Austin and 
Brown, 1970, p. 26). Furthermore, Austin and Brown have stated, liTo 
great numbers of adults and young people who populate our secondary 
school communities, the assistant principal is the person who really runs 
the school ll (p. 1). And yet, the literature concerning this position is 
sparce. Austin and Brown maintained the following: 
In spite of the acknowledged importance of the assistant 
principal as a chief support of the administrative struc-
ture in all but the smallest schools, the position has 
been a forgotten stepchild so far as administrative study 
and research are concerned. (p. 1) 
The need for more research grows as many assistant principals 
are experiencing job dissatisfaction and are moving on to even more 
responsible posts in education (Austin and Brown, 1970, p. 78). These 
trends carry implications for recruitment, selection, and training, 
which are best done only when the job is understood well. 
The nature of the assistant principal IS workday must be properly 
described before aspirants will be able to make informed decisions 
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about whether to take the first step into the hierarchy of secondary 
school administration. They need to know what the work is, rather than 
merely the job dissatisfactions and resulting "shoulds" and "oughts" 
described in the literature. A realistic description of the assistant 
principa1ship also is necessary for those who hire and train assistant 
principals. They need to select and educate in a manner appropriate for 
the assistant principa1ship; and by fulfilling those two functions, they 
may determine the quality of a future principal or superintendent. The 
hiring and training responsibilities are particularly onerous in todayls 
urban school systems. Given the combination of declining enrollment and 
diminishing financial resources in cities, fewer assistant principals 
will advance beyond their entry-level positions. Thus, neither the posi-
tion nor the person can be revitalized simply by the turnover and the 
advancement of the past. Further, the pool from which principals and 
central office administrators will ultimately be selected will be 
smaller, since the numbers moving in and out of the entry positions will 
decrease over time. 
Livingston (1971) raised questions specifically regarding the 
efficacy of management training programs. He stated explicitly, 
"Managers are not taught in formal education programs \'/hat they most 
need to know to build successful careers in manageMent" (p. 79). 
Livingston concluded, "Their failure is due, in fact, to the fact that 
many crucial managerial tasks are not taught in management education pro-
grams but are left to be learned on the job, where few managers ever 
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master them because no one teaches them how" (p. 88). Leu and Rudman 
(1963) also specified a major shortcoming in the preparation of managers 
for the educational settings: "A whole collection of administrative folk-
lore has grown up through the years •••• But the problem still remains of 
building administration into more than a bag of tricks, more than a 
mystical set of mores from which the 'trained ' administrator is to operate" 
(p. x). 
The underlying problem may be, as Mintzberg (1973) inquired, "If 
we do not knm'l what managers do, how can we claim to teach management?" 
(p. 3). Mintzberg argued as follows: 
We can no longer afford to ignore managerial work as an 
area of research. It is the researcher, feeding knowledge 
to the manager and management scientist, who will ultimately 
determine the ability of our large bureaucracies to cope 
with their immense problems. (p. 198) 
Observation methodology offers an effective means for building 
a coherent description of the assistant principal IS workday. Austin and 
Brown (1970) contended that, of the three methodologies employed for the 
study of the assistant principalship, liThe one that seemed most produc-
tive and most promising for further and deeper understanding of the 
dynamics of the administration of schoo1-in-progress was the one that 
employed the shadow interview technique" (p. 75). The need for augmen-
ting the only major study on the assistant principa1ship of such a socio-
-anthropological nature also is clear from Austin's (1972) observations: 
liThe roles of assistant principal and principal are undergoing drastic 
changes in a large portion of our schools. If this be true, another 
decade should include further research relative to more specific relation-
ships within these changing institutions" (p. 71). 
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By using the observational technique, it also would be possible to 
add to the small but significant and growing body of literature on the 
manager's work, both in business and in education. Mintzberg (1973) 
observed and described the nature of the workdays of five chief execu-
tives. Pitner (1978) employed the Mintzberg framework for a descriptive 
study of the everyday activities of suburban superintendents; Crowson 
and Porter-Gehrie (1980), for an observational study of urban principals. 
Peterson (1978) also observed and analyzed the daily work of elementary 
principals. Adding a similar investigation of the assistant principal's 
workday would, thus, fill a void in the literature of educational 
administration. 
CHAPTER II 
REVIEW OF THE LITERATURE 
Introduction 
The study of a school manager, whether it is at the level of an 
assistant principal or a district superintendent, is embedded in the gen-
eral context of management study. The investigator, therefore, turned to 
the management literature of formal organizations, in business and in-
dustry as well as in education, to provide the foundation for studying 
the urban high school assistant principalship. The study of leadership 
as a phenomenon dominates much of this management literature. And yet 
McCall (1977) contended, surveying the leadership writing is like "skip-
ping through a minefiel d" (p. 375). ~~cCall pOinted out shortcomings 
involved in both traditional and contemporary approaches to leadership. 
He proposed that it may be a more promising emphasis for future manage-
ment research to identify the everyday activities of people who occupy 
leadership roles, rather than to study leadership itself. Thus, the 
writer began to analyze the contributions of researchers on day-to-day 
managerial work: a small group consisting basically of Carlson (1951), 
Burns (1954), Guest (1956), Dubin and Spray (1964), Stewart (1967), and 
Mintzberg (1970, 1971, 1973, 1975). 
Another emphasis in the literature review consisted of obser-
vational studies of educational managers, specifically the principal and 
the superintendent. Pitner (1978) employed the ~1intzberg (1973) frame-
work for observation and categorization of everyday managerial activi-
ties in a descriptive study of the suburban superintendent. Crowson 
and Porter-Gehrie (1980) conducted a series of observational studies 
on urban principals, also using the procedures developed by Mintzberg 
(1973). Wolcott (1973) and Peterson (1978) observed the behavior of 
elementary school principals. 
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Contributions from the formal organization literature were then 
examined for their relevance to the study of managers' workdays. Formal 
organization concepts--specifically, uncertainty and bounded rationality 
(~~rch & Simon, 1958) and conflict--were examined for their relationship 
to the findings of managerial-work researchers in both the business world 
and in educational. institutions. 
The final portion of the literature review was narrowed to the 
assistant principalship, in an attempt to ascertain the status of re-
search knowledge regarding that position. Due to the scarcity of avail-
able readings, the investigator chose to present and analyze an array of 
topics dealt with in the literature regarding the assistant principal-
ship: demographic characteristics, role, tasks, work satisfactions and 
dissatisfactions, relations between principal and assistant, and career 
planning. 
Managerial Work 
Mintzberg's writings (1970, 1971, 1973, 1975) are central to the 
study of the manager's actual work. In 1967-68, Mintzberg conducted 
his Ph.D. thesis study, entitled The r~nager at Work--Determining His 
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Activities, Roles and Programs by Structured Observation, reported 
in The Nature of Managerial Work (1973). The major purpose was to 
identify the work content similarities of five chief executives, through 
one week of shadow observation of each man. Data collected on observed 
managerial activities were presented in Chronology Records, Communica-
tion Records--both mail input and output, and Contact Records. The 
results of this study, along with the results of the major diary studies 
of Carlson (1951) and Stewart (1967), led Mintzberg (1973) to develop 
propositions on the characteristics of managerial work. Selected 
propositions are as follows: 
"Because of the open-ended nature of this job, the manager 
feels compelled to perform a great quantity of work at an unrelenting 
pace ll (p. 51). 
Manageri a1 activities are characterized by II brevity, variety, 
and fragmentation ll (page 51). 
Apparently, managers actually choose brevity and interruption 
in their work (p. 51). 
Managers move toward the more active demands of their work--
lithe current, the specific, the well-defined, the nonroutine activities" 
(pp. 51-52). 
The majority of a manager's time is devoted to verbal contacts 
(p. 52). 
"The manager may be likened to the neck of an hour glass, 
standing between his own organization and a network of outside contacts II 
(p. 52). 
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The manager's work is comprised of both duties and rights: 
though many activities appear to be reactive, the manager can also exert 
control (p. 53). 
The diary studies of Carlson (1951) and Stewart (1967), cited 
previously, provided the background of Mintzberg's work (1970,1971, 
1973, 1975). The purpose of Carlson's research on the work of nine 
Swedish company presidents was to isolate basic patterns of behavior. He 
analyzed diaries consisting of the managing directors ' self-recorded 
daily activities. For each activity, the managers were asked to record 
location, contacts involved, communication techniques employed, topic 
dealt with, and action taken. 
Carlson (1951) concluded, as did Mintzberg, that the workloads 
of managers are demanding and that uninterrupted time is rare (Chap. 4). 
Perhaps Car1son ' s (1951) most understated and yet most unique contribu-
tion as a managerial work researcher was the identification of psycho-
logical and social implications of the manager's workload: "For the 
chief executives themselves this excessive working load has many 
unp1 easant effects" (p. 75). Among these negative effects are 1 imited 
opportunities to interact with family and friends; evenings and weekends 
consumed by office work; isolation from contemplative, intellectual, 
and cultural life (p. 75). A Fortune magazine study (Whyte, 1954) echoed 
these concerns. Whyte noted the onerous workload, the growing numbers 
of contacts, and the escalating stress-level in executive work. He also 
observed, "For the corporation man, the balanced life is as elusive as 
ever" (p. 108). The executive is isolated when at work, but has little 
time to devote to family. And yet, "Of executives questioned, 90 per-
cent say they did not work too hard" (p. 148). 
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Stewart's (l967) diary study of the time expenditure of 160 man-
agers yielded findings similar to Mintzberg's (l973). First, managerial 
work was verbal in nature. On an average, half of management time was 
spent in discussions (po 43). On an average, 26 percent of total contact 
time was devoted to subordinates; 30 percent to peers and others; and 
only eight percent to superiors; with 34 percent of total work time spent 
alone (Chap. 3). Finally, a high degree of work fragmentation was found. 
For example, in four weeks of diary entries, a mean of only nine occa-
sions of uninterrupted periods of one-half hour or more were available 
to the manager (Figure 23, p. 72). 
In Burns' study (1954), four British middle managers who worked 
closely with one another kept individual diaries of how their time was 
spent over a five-week period. Aga;n~ a major finding was that a sub-
stantial segment of their time was devoted to conversational contacts. 
Burns concluded that much of this communication took place with a small 
group of colleagues, or other managers. Burns also concluded that man-
agers' judgments regarding allocation of time are frequently in error. 
Dubin and Spray (1964) studied two weeks of diary records of 
eight American managers, some considered junior executives., The higher-
level managers were less likely to concentrate on one activity. Com-
munication face-to-face, rather than by telephone or writing, was preva-
lent. They tended to initiate their contacts and to do so more fre-
quently with a subordinate than with a superior. Of contacts within 
the organization, one-third to two-thirds were with subordinates; one-
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fifth to three-fifths were with associates and peers. The proportion 
with subordinates decreased, and the proportion with peers increased,. 
for executives lower in rank. Higher-level executives and those in 
client-centered organizations were found to be more frequently involved 
in external contacts. 
Guest (1956) is representative of researchers other than Mintzberg 
(1973) who reported results of observational studies of managers' days. 
Guest observed 56 foremen for a day each. An analysis of activity 
records yielded the following conclusions, which are again quite similar 
to Mintzberg's propositions on the characteristics of managerial work: 
The day is frenzied. Subjects participated in from 237 to 
1,043 activities per day, with incidents changing every 48 seconds. 
Many critical problems were handled simultaneously. The manager was 
interrupted again and again. 
Another hallmark of the job was the great nu~ber and variety 
of contacts a foreman had in a single day; often, in fact, the frequency 
was more than 50 daily. 
The foregoing studies of day-to-day managerial work have contri-
buted significantly to the literature on management, by concentrating 
on the reality of managers' workdays rather than prescribing what the 
days, weeks, months, and years of life in management ought to be. 
However, these studies are inadequate descriptions of the managerial 
work of the assistant principal. First, the diary studies'raise serious 
questions regarding the methodology most frequently used. As Burns 
(1954) pointed out in his study of British mid-level managers, self-
recorded information ~ay be inaccurate. Mintzberg (1970) asserted 
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another disadvantage of the diary method: IIManagerial work is extremely 
hectic and complex and it frequently comes in short, dense bursts. The 
manager is far too busy to record properlyll (p. 104). Secondly, even 
the most recent work, Mintzberg's (1973) 1967-68 Ph.D. thesis study, is 
a decade old; the early work of Carlson (1951) dates back thirty years. 
Finally, a matter of particular concern to this investigation: neither 
the work arena nor the level of management position studied has often 
been that of the assistant principal. Assistant principals are not 
chief executives. Further, the assistant principal operates in the pub-
lic sector; whereas, many of the foregoing studies are rather firmly 
rooted in private sector business and industry. 
Observational Studies of Superintendents, Principals 
There are, however, studies, some modeled on the foregoing work, 
that have concentrated on the public sector education manager. Pitner's 
(1978) observational study of three suburban school superintendents, 
while based on the propositions and categorization techniques of 
Mintzberg (1973), went beyond the Mintzberg work to focus on the super-
intendent's manage~ent of information and interaction in the social 
system. She determined that the contributions of statutes, board rules 
and regulations, and the professional literature relative to the super-
intendendency inadequately described the work of superintendents. 
Pitner (1978) employed various research methods, including struc-
tured interviews, review of documents, anecdotal reporting, and struc-
tured observation. One week of observations of each chief school 
executive resulted in chronology, mail, and contact records as found in 
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t1intzberg ' s study of five chief executives (1973). However, two 
aspects of Mintzberg's work--his development of management role classi-
fications and his views on non-managerial work--were legitimately 
questioned by Pitner. 
In addition to delineating the managerial work propositions, 
Mintzberg (1973, Chap. 4) also specified what he viewed as the manager 
roles, derived from analyzing the purposes for the activities undertaken 
by the five chief executives. The ten roles, he contended, together 
form an integrated view of managerial work, but can be subdivided 
into three major categories: the interpersonal roles, the informational 
roles, and the decisional roles. Pitner (1978) termed r~intzberg's (1973) 
thinking an "equ ivocation of I ro1 e, purpose, and function III (p. 74). 
The following is persuasive: 
For instance, the negotiations purpose becomes the 
negotiator role, the problems purpose becomes the 
disturbance-handler role, and the giving information 
purpose becomes the disseminator ro1e ••• It is unen1ight-
ening to simply take the categories and relabel them. 
(p. 74) 
Pitner (1978), in addition to challenging the defensibility of 
Mintzberg's (1973) role classifications, asserted, "C1ose analysis of 
his purpose categories is in order" (p. 75). She illustrated her concern 
regarding the confusion of Mintzberg's purpose classifications by refer-
ence to certain of his mail purpose categorizes, such as authority 
reguests, reference data, and problems and pressures. While t1intzberg 
presented all as example purposes for a manager's written communications, 
Pi tner cl early rai sed a signi ficant probl em regarding the pu rpose term 
when pointing out that although authority request refers to a mail pur-
pose, reference data and problems and pressures instead denote how a 
piece of mail functions in the manager's organization (pp. 75-76). 
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The question of designation of work as managerial or nonmanagerial 
was also addressed by Pitner (1978). She contended that Mintzberg's 
(1973) "accounting for 100 percent of the manager's time in the chronol-
ogy record" (p. 72) is likely inaccurate: 
This figure must represent either (a) 100 percent of manager-
ial time in which case Mintzberg must have ignored what he took 
to be nonmanagerial activities, and in which case he does 
what he accuses Drucker of having done; or (b) the figure of 
100 percent represents the total time spent lion the job." If 
this is the case, then Mintzberg must hold that everything 
the manager does is managerial, but this is quite a difficult 
position to hold. It appears that managers are, for the 
most part, typical human beings with families to attend to, 
errands to run, friendships to pursue, and meals to eat ••. (p. 72) 
The conclusions of Pitner's (1978) study were also, to some degree, 
in conflict with Mintzberg's (1973) propositions. For example, Mintz-
berg concluded that executives devote from one-third to one-half of their 
contact time to external contacts (p. 52); in contrast, Pitner found 
that 73 percent of the superintendents ' contact time was with members 
of the organization and only 27 percent with people external to the 
school district (p. 110). In addition, Pitner determined that, "While 
superintendents are busy, the superintendent does not maintain an un-
yielding pace of activities. He experiences periods of intensity and 
variety as well as depressed cycles of activity" (p. 99). This is surely 
a somewhat modified statement from that of Mintzberg: liThe manager feels 
compelled to perform a great quantity of work at an unrelenting pace" 
(p. 51). Many of Pitner's (1978) conclusions, however, echoed those 
of Mintzberg (1973). The agreed-upon indicators of managerial work were 
as follows: 
'- Brevi ty, variety, and fragmentation (liThe superintendents' 
activities were generally brief and fragmented; 60 percent lasted less 
than 9 minutes, and 6 percent exceeded one hour" [po 166].) 
- Numerous verbal contacts (liThe superintendent's world is 
largely verbal; subject superintendents spent 80 percent of their time 
in verbal contacts with others" [po 165].) 
- A blend of constraints and opportunities (p. 120) 
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One of the classic observational studies of a school administrator's 
work ~'/as that of Wolcott, described in The Man in the Principal's Office: 
An Ethnography (1973). Wolcott found an abundance of literature on what 
administrators ought to do, but a dearth of research on what they actu-
ally do. Wolcott "shadowed" an elementary school principal in a Pacific 
Northwest community for a full year. Several of Wolcott's (1973) con-
clusions parallel those of other managerial \vork research studies: 
- The principal participates in myriad interactions and encoun-
ters. He is a meeting-goer. He negotiates conflicts. He deals with 
one emergency after another. 
- Interruptions are a constant reality; and if the principal 
is not interrupted, he often chooses himself to initiate a new activity 
(Chap. 11). 
Although ~lintzberg (1973) and Pitner (1978) viewed the manager as 
serving under constraints as well as free to create opportunities, Wol-
cott (1973) concluded that the constraints restrict the principal from 
exercising much leadership. Because of policy directives from superiors, 
the necessity for compromise, and teacher movements, the principa1ship 
may well be the pOint of least change (Chap. 11). 
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Peterson·s observational study of two elementary principals (1978) 
was also predicated on the contention that the literature on the princi-
pal was normative in nature, rather than directed toward the actual 
workdays of principals. As a result, his study was designed so that 
administrative behavior could be observed and analyzed. Peterson 
determined that the principa1·s day was characterized by numerous, 
varied, brief activities. The principals, in fact, participated in 
an average of 13 activities an hour; eighty-five percent of the activi-
ties lasted less than nine minutes. The tasks undertaken by principals 
were predominately (60%) self-initiated, though the 40 percent of other-
initiated tasks often were dealt with first. The investigator specu-
lated that the pace of the workday and the number of reactive behaviors 
required within the day led to a IIdecision-press ll : liThe immediacy and 
variability of tasks may place the principal in a situation in which 
numerous unexpected decisions with differential cognitive and affective 
requirements have to be made quickly and carefullyll (p. 2). 
Other observational work on the principa1ship has been conducted 
very recently by Crowson and Porter-Gehri e (1980). Ten princi pa 1 s '<'Jere 
selected from the same urban school system; the sample was balanced in 
terms of elementary and secondary schools, inner- and outer-city schools, 
and large and small schools. Each principal was observed for 12 days 
and evenings of \'Iork, and activity records were kept. In addition, 
school records and documents were studied. 
Crowson and Porter-Gehrie (1980) agreed with Mintzberg that the 
managerial day consists of a variety of brief tasks and inte:'actions. 
The principals· activities ranged from one to more than 30 per hour, 
with an average of ten. IIMore than one-fifth of all activities lasted 
just one minute or less; nearly half (48%) of the principals· time 
was spent in activities lasting less than four minutes ll (p. 51). 
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This study (1980) examined specifically the discretionary decision-
making behavior of the principal. The investigators stated, liThe data 
and findings thus far indicate that principals do exercise discretion 
in the day-to-day delivery of the services of their schoo1s 11 (p. 49). 
However, the problems inadequate resources, authority challenges, an 
ambiguous role) that Crowson and Porter-Gehrie found lead to various 
administrative coping mechanisms place constraints on this freedom of 
decision. 
The ~~nager In The Formal Organization 
A manager·s day is described in the administration literature as 
marked by tremendous workload, hectic pace, brevity and fragmentation 
of activities, great variety, numerous interruptions, a IInowll orienta-
tion, myriad verbal interactions, both restriction and freedom. Perhaps 
most provocative is the notion that this work content and style may vie" 
be self-imposed. 
Similar conclusions have been reached by a small group of 
educational researchers. Education and business managers appear to 
experience variety, brevity, fragmentation, emphasis on verbal contacts, 
and a combination of constraints and responsibilities. If these simi-
larities are attributable to formal organization structure in business/ 
industry and education, the literature of organizational theory should 
be explored. Davis and Luthans (1980) lend support to this view, having 
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stated, IIWe contend that the organizational environment that influences 
and controls managerial behavior has been badly neglected ll (p. 67). 
Of the many concepts discussed in the literature of formal organ-
izations, three were selected for exploration: uncertainty, bounded 
rationality, and conflict. Each has been a focus for one or more observ-
ors of formal organizations in education. In fact, these three concepts 
describe some of the most troubling aspects of the administration of 
modern educational institutions, particularly those in urban centers. 
The open milieu (Thompson, 1967) of a contemporary complex formal 
organization is one of uncertainty (r4arch and Simon, 1958). Cohen 
and March (1974) have, in fact, described the organizational context of 
university presidents as lIorganized anarchy. II They (1974) contended that 
though planning is traditionally viewed as a major executive function, 
little planning is actually done, since rational planning assumes 
goal clarity, clear understanding of the organization1s technology, and 
continuity in 1eadership--a1l assumptions that are frequently not 
met in complex modern organizations. ~1arch and Simon (1958), in fact, 
rejected the Western notion of rational action and substituted the con-
cept of a rationality that exists within the cognitive limits of human 
being. All possible alternatives are not known, nor are all of the 
consequences of these alternative choices; therefore, a decision can 
only IIsatisfice. 1I 
If the work environment is fraught with uncertainty and humans are 
by nature limited in their cognitive capabilities, the most cOMfortable 
solution for the manager is likely to concentrate on immediate matters 
and to avoid what is more long-term and threatening. Illustrative of 
this would be the contention of Cohen and March (1974) that university 
presidents are more likely to give attention to problems that arrive 
early than those that arrive late (Chap. 5). 
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A sizeable portion of Pitner's dissertation (1978) on the suburban 
superintendent was devoted to the school chief as a manager of infor-
mation. "By information manager it is suggested that the superintendent 
controls the acquisition, retention, and dissemination of information" 
(p. 123). Pitner described how the information manager reduces the 
uncertainty and anxiety within the organization and its environment: 
The superintendent as interpreter of organizational history ••.• 
Out of all the facts which are available, he selects those which 
explain, justify, or legitimize things that are going on in the 
present, thereby reducing uncertainty for others. The superin-
tendent reconciles the present with the past. The manager not 
only uses the existing history, he creates an historical record 
for the organization. (p. l29) 
The superintendent as contemporary interpreter •... The super-
intendent as an active perceiver of the contemporary world may 
selectively notice different aspects of the environment, he 
appraises what he sees in terms of his own past experience, and 
evaluates what he experiences in terms of the organization's 
needs and values. (p. 130) 
The superintendent as a manager of meaning •... The superin-
tendent provides a definition, sometimes quite by fiat, so that 
conceptual difficulties or issues are avoided or resolved. (p. l31) 
The superintendent as a manager of myths ••.. The superinten-
dent1s utterances, writings, public beliefs, and ideas will be 
taken to be mythological in character when they function to: 
(l) create or maintain social solidarity, (2) reduce uncertainty 
for organizations members, or (3) legitimize social institutions 
and policies. (pp. 132-134) 
Whyte (1954) stated that the burden of manager workload may be due 
to a growing rate of contacts, and the literature on formal organizations 
reinforces this idea. March and Simon (1958) spoke of individual con-
flict, intergroup conflict, and inter-organizational conflict. Blau 
and Scott (1962) noted the conflicting demands of the organization's 
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environment. Thompson (1967) des~ribed the organizational environment 
as pluralistic, burdening the organization itself with both constraints 
and contingencies. Spindler (1973) viewed the principal as performing 
a balancing function: liThe administration, and particularly the school 
principal, is caught squarely in the midst of the value conflicts that 
swirl around his position and the activity of the institution that he 
administers"; the school organization is, in fact, conflict-permeated 
(p. 239). 
It is clear that one responsibility of managers in a formal organ-
ization is coping with both internal and external conflicts. Organiza-
tions normally experience some degree of conflict. Managers deal \'/ith 
the conflicts related to the divisions and programs for which they are 
directly responsible, and if problems originate at lower levels and 
cannot be resolved there, those problems too may ultimately reach mana-
gerial levels. The resulting conflict-resolution contacts may be self-
initiated or initiated by others. It is possibly this conflict/contact 
cycle that contributes a great deal to the description of a manager's 
demanding workday: conducted at a rapid pace and consisting of great 
variety, with numerous brief contacts and interruptions. The manager 
must often work diligently to keep up with the conflicts which require 
attention from management. However, organizational theorists (Parsons, 
1960; Spindler, 1973; Thompson, 1967) viewed reactions to conflict as 
part of a natural process, hopefully leading to organizational mainten-
ance, survival, homeostasis, or system defense against the threat of 
organizational disruption. 
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The related concept of "coping mechanisms" provided the basis for 
the study of the principal's discretionary decision-making behavior, 
by Crowson and Porter-Gehrie (1980). L~psky's (cited in Crowson and 
Porter-Gehrie, 1980) notion of the street-level bureaucrat was employed 
for this study. The street-level bureaucrat, because of organizational 
and environmental complexity and uncertainty, develops simplifications 
and routines that allow one to cope. Crowson and Porter-Gehrie found 
that the urban principal also responds to constraining forces--a lack 
of resources, ambiguity and contradiction in role expectations, authority 
challenges--by developing "coping mechanisms. 1I For example, the princi-
pal uses "on the spot decision-making to save time"; employs "spot-
lighting" to "simplify a complex situation by responding to one aspect 
while letting other aspects drop" (p. 51). 
The characteristics of formal organizations, thus, contribute 
background for the profile of a manager's activities found in a synthesis 
of the literature on managerial work research and on observational 
studies of educational leaders. Spindler (1973) made this pOint 
succinctly in regard to education P.lanagers: lilt is apparent that the 
formal organization--the large unified school district or urban school 
system--within which the school administrator operates is in itself one 
of the most important determinant forces affecting his role" (p. 248). 
The Assistant Principal 
While many of the studies cited in the foregoing pages have 
concentrated on top-echelon administrative positions, a study entitled 
liThe 'Assi stant-to' in Four Admini strative Settings" (~lhi stl er, 1960) 
provides some information regarding one type of assistant manager. 
Though the "assistant-to" functions in a staff advisory role and the 
assistant principal instead has line authority, both are managers who 
work for and with a higher-level manager. 
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Whitler reported the results of intervie .... /s with 36 former 
"assistants-to" from the military, federal government, and city manage-
ment. A key word in the conclusion statements was information. Because 
the chief executive's power and effectiveness depends upon adequate 
sources of information, the assistant 'lIas referred to variously as an 
information exchange agent, a public relations person, a reporter, a 
liaison--with the public and with subordinates:"He [the assistant-to] 
is often influential, his influence stemming from his being interposed in 
the line of information transmission between a person of high authority 
and those of lesser authority" (p. 207). This view of the importance of 
information access has, of course, been emphasized by r·1intzberg (1973) 
and Pitner (1978). Mintzberg contended that interpersonal contacts lead 
to information which results in increased decision-making ability; with-
out any of these three components, a manager's role cannot be integrated 
(Chap. 4). Pitner focused on the school system superintendent as a 
manager of information. 
As the "assistants-to" spend so much time communicating for their 
superiors, the personal relationship between executives and their assist-
ants becomes extremely important. Whistler (1960) described it: 
Although they seldom stated the point directly, assistants-to in 
business in discussing their relationships with their respective 
bosses invariably revealed it to be a close personal relation, 
characterized by strong dependence of the man upon his chief at 
least in the early stages. He and the chief take trips to-
gether, spend Saturday mornings and weekday evenings together 
at the office or in the chief's home •. The assistant-to fre-
quently displaying an almost worshipful attitude toward his 
chief, clearly operates in his superior's shadow, relying 
almost entirely upon his chief's power for his own achievement. 
(p. 186) 
However, Whistler (1960) also indicated that this executive/ 
26 
assistant-to dependence does not necessarily preciude the assistant-to's 
desire for advancement. "Most of them [government assistants-to], like 
their counterparts, see it as a step on the way up, but something to be 
left behind eventually" (pp. 200-201). 
The Austin and Brown Studies 
The most extensive studies specific to the assistant principal are 
reported by Austin and Brown, in Report of the Assistant Principa1ship, 
Volume 3: The Study of the Secondary School Principalship (1970). The 
monograph was third in a series of National Association of Secondary 
School Principals research studies of public school administrators: the 
senior high principal, the junior high principal, and the secondary 
assistant principal. Three types of research \'/ere conducted on the 
assistant principalship: a shadow study, a normative study, and a career 
study. Because of the quality and comprehensiveness of Austin and 
Brown's research, particularly when compared to much of the other litera-
ture on the assistant principalship, their work is cited extensively in 
the following pages. 
In the "shadowll study (Austin & Brown, 1970), 16 assistant princi-
pals were each observed for one week. Their ages ranged from 34-58 
years, their tenure in the position of assistant principal from 1-29 
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years; all but two held master's degrees (Table 11-3, p. 16). Selected 
school sites in eight states represented a stratified random sample of 
seven regions of the United States and a diversity of school sizes, 
grade ranges, financial resources, and co~munity characters (pp. 12, 14). 
In addition to shadowing, data were collected from diaries kept by the 
assistant principals and from interviews with students, teachers, the 
principal, and the assistant principal. The findings included the 
following: 
• The largest group of day-to-day events consisted of face-to-
face verbal contacts with one other person (p. 19). 
• The reaction/initiation nature of the assistant principal's 
day was a bit difficult to specify. Many activities were self-initiated; 
however, these activities frequently resulted from events with which the 
administrator had no initial involvement. The median of self-initiated 
events was fifty percent (p. 19). 
• Practically all assistant principals were identified with atten-
dance and discipline duties (p. 18). 
• The assistant principal was often the person who kept the 
school operating. lilt is clear that for most people in most secondary 
schools the assistant principal occupies a position which is not well 
labeled by titling it 'assistant to' anyone or anything" (p. 23). 
In the normative study segment of the NASSP studies (Austin & 
Brown, 1970), questionnaires were developed to ascertain the assistant 
principal's administrative duties. Stratified random sampling was 
employed, whereby 20 percent of the schools in each of the six size cate-
gories in each state were invited to participate (p. 25). Approximately 
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1,000 secondary principals and 1,000 secondary assistant principals 
responded to these questionnaires (p. 25). The responding assistant 
principals were found to be 45 years of age or younger in more than 50 
percent of the cases; to possess masterls degrees 95 times out of 100; and 
to have served as assistant principal six or less years in 50 percent of 
all cases (p. 29). Women did not hold many of these posts; in fact, 80 
percent of the assistant principal respondents said that their adminis-
trative team consisted solely of men (p. 29). 
The survey questions related to 59 administrative tasks, originally 
built around six major categories: school management, staff personnel, 
community relations, student activities, curriculum and instruction, and 
pupil personnel. Respondents were asked to indicate: 
The tasks for which the assistant principal has responsibility 
The level of this responsibility 
The importance of the assistant principal IS duties to the 
total school IS operations 
The degree of discretion allowed in fulfilling these obligations 
liThe findings of the normative study corroborate the common obser-
vation that an assistant principal in an American secondary school has 
his hands in practically everything that goes on in the school ll (Austin 
& Brown, 1970, p. 46). It was found that assistant principals as a group 
were responsible to some degree for all six categories, all 59 tasks 
(p. 31). The assistant principals were IIgenerally caught up in practi-
cally all aspects of the administrative processes of their schools ll (p. 
34); however, the level of responsibility was not at all uniform. 
Responsibility for tasks was rarely complete; more often it was IIslightll 
29 
or "shared ll (p. 46). For only 16 of the 59 duties was the assistant 
principal considered to have a high level of discretion by 60 percent or 
more of those responding (p. 47). 
Although the authors hesitated to refer to the following tasks as 
lithe core" of the assistant principalship, the list (Table III-13, p. 38) 
does reflect the duties for which, in the majority of schools, the assis-
tant principal was perceived as having full or shared responsibility, a 
high level of discretion, and an important contribution to make to school 
functioning: 
• School f.1anagement 
- Special arrangements at opening 
- Emergency arrangements 
• Staff Personnel 
- School policies 
- Teacher selection 
- Orientation program for new teachers 
• Community Relations 
- School public relations 
• Curriculum and Instruction 
- ~~ster schedule 
- Curriculum development 
- Evaluation of teachers 
- Providing instructional materials 
• Pupil Personnel 
- Pupil discipline 
- Pupil attendance 
- Guidance program 
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The job requirements seemed to be rather consistent, regardless of 
grade levels served of rural, suburban or urban location. Although 
there were differences between these groups, the differences within a 
group were greater than the differences between them. (Austin & Brown, 
1970, p. 44). In reference to such differences, Austin and Brown stated, 
"Variations from school to school in assigning responsibility to the 
assistant principal are striking" (p. 46). Variance was found in all 
three categories of responsibility, importance, and level of discretion-
ary behavior. 
An additional finding of the normative study concerned the atti-
tudes and relations of principals and assistant principals. Principals 
were found to perceive the assistant principalship more positively than 
did the assistant principals. "~/hile the differences between the 
responses of assistant principals and of principals are seldom large, the 
direction of the differences is remarkably consistent. The impression 
created is that more principals than assistant principals have positive 
perceptions of the role the assistant principal plays in the life of the 
school" (Austin & Brown, 1970, p. 47). Regarding the relationship 
between the two administrators, the authors stated, "Critical to the 
understanding of any assistant principalship at any time is the peculiar 
relationship between the principal and the assistant principa1" (p. 77). 
The career study portion of this assistant principa1ship research 
(Austin & Brown, 1970) was based on questionnaires received from 419 men 
and women who had served as assistant principals in the years 1956 and 
1961 (p. 51), representing eight geographical regions in the United States 
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and a blend of urban, suburban, and rural districts (p. 50). 
Only one in ten respondents was a woman; the percentage of female 
assistant principals varied, however, by area: 5 percent, rural; 10 
percent, suburban, and 14 percent, urban (Austin & Brown, 1970, p. 53). 
Nineteen of every twenty respondents had earned graduate degrees, al-
though few doctorates were represented--and those mostly in urban areas 
(p. 53). A substantial number of rural (54%) and suburban (50%) assis-
tant principals had advanced to the position directly from the classroom, 
whereas, urban respondents had both served a longer waiting period and 
had filled an intermediate post--for example, as department chairperson--
before advancement (pp. 54-55). 
Factors which influenced the decision to become an assistant prin-
cipal differed somewhat from motivations to teach: the service orienta-
tion remained high, but salary and status became more important considera-
tions (Austin & Brown, 1970, p. 64). Encouragement to advance to the 
assistant principalship normally came from administrators within the 
teacher's school district (p. 64). Promotions to the first administrative 
position were felt to be due to classroom teaching success and competence 
in performing nonteaching assignments (p. 65). The amount of time actu-
ally spent in classroom teaching was not deemed to be particularly signi-
ficant; nor was professional preparation, except in urban districts (p. 
65). Those who considered job security important experienced less upward 
mobility (p. 67). 
In retrospect, many respondents felt a low level of satisfaction 
with the assistant principalship in comparison to other positions they had 
held. The authors (Austin & Brown, 1970), concluded, "The satisfactions 
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to be found in the assistant principa1ship are few and unimpressive 
to most who occupy this office ll (p. 78). Only a minority of the respond-
ing sample wished to stay with the assistant principa1ship as a career, 
although more urban respondents and women were willing to do so (pp. 70-
71). Desire for advancement beyond the assistant principa1ship \'Jas due 
in part to frustration with the position and wanting greater leadership 
involvement than provided while in the disciplinarian role (p. 68). 
Regarding upward mobility beyond the vice principa1ship, Austin and 
Brown (1970) found that: 
- Of those responding, 44 percent had moved to another position 
in 1967 (p. 55); 40-50 percent had advanced--mostly to principalships--
and usually within seven to eight years (p. 56). 
- Promotions within a school system accounted for 74-84 percent 
of the advancements (p. 65). 
Fewer women than men found the assistant principalship to be a 
means to career advancement, although greater mobility was possible out-
side the city (p. 56). 
As a rule, however, men and women coming from assistant princi-
palships in rural areas did not get urban posts, although the converse 
did occur (pp. 60-61). 
- Progress beyond the assistant principal's position was slower 
in urban areas (pp. 58-59). 
- Almost all respondents were married, often with three or more 
children, and assistant principals who had large families were more 
often advanced (p. 57). 
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The authors (Austin & Brown, 1970), synthesizing the results of 
all three studies, concluded that the assistant principal is an interme-
diary and essential to the school's functions; that the post is primarily 
devoted to contacts with people, the "here and now"--frequent crises; 
that the satisfaction associated with the position is rather low; that 
the relations between principal and assistant are of critical concern; 
and, finally, that the view of the assistant principalship as an appropri-
ate preparation for the principalship may be a myth (pp. 75-79). Further, 
Austin and Brown recommended a "broad study of administration": 
"The lens must be broad enough to bring into view the usual elements; 
the organizational framework, the job descriptions, the work flows, the 
operations of internal and support systems, and the important considera-
tion of human relations and human interactions" (p. 87). 
In 1972, Austin, convinced that rapid changes in education merited 
reconsideration of certain points raised in the NASSP study, submitted a 
reexamination. He contended, for example, that size of school might not 
have been given adequate attention. The NASSP investigators (Austin & 
Brown, 1970), based on the normative, career, and shadow studies, had 
concluded, that "the combinations and mutations of the factors found in 
this investigation" suggested that a single description of the assistant 
principal position would be impossible (p. 75). However, Austin (1972) 
later asserted that large-city systems appeared to define the job ~ore 
specifically. :lc al so maintained that an increasing emphasis on human 
re'lations with both students and community members, and on team manage-
ment, might be changing the position's breadth of. responsibility and 
style. Finally, Austin stated that his earlier comments regarding 
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the possible inappropriateness of the assistant principa1ship as training 
for the principa1ship had been seriously challenged by both career assis-
tant principals and those who served on an administrative team with their 
principals. 
The Body of Literature on the Assistant Principal 
Beyond the substantive NASSP study, the position of assistant 
principal has not been clarified by either statute or the literature on 
educational administration. In Oregon, for example, the statutes are 
silent in regard to school administrators; there are administra-
tive rules pertaining to the job, but these only relate to certification 
standards (Mylnechuk, Note 1). As to the literature, Gillespie (1961) 
pOinted out, "Little vias written before 1953 concerning the role and 
status of the assistant principal" (p. 60). The literature remains un-
impressive in volume and content. 
To illustrate, the Canadian Teachers' Federation (1975, 1978) 
compiled two extensive bibliographies on principals and vice principals. 
Of more than 1,000 entries, only 37 titles related specifically to 
the United States secondary assistant principalship. Of these, nine 
were concerned specifically with bargaining issues: negotiations in 
general, fringe benefits, salary schedules, and model contracts. Of 
the remainng 28, one was a paper, two were available in ERIC only, seven 
were Ph.D. theses, and 18 were journal articles. 
Of the 18 articles, 11 appear in the NASSP Bulletin--a journal 
focusing on advice to the practitioner, rather than empirically-based 
research findings and conclusions. The content is spread thinly over a 
variety of topics: role, tasks, challenges and problems, the future 
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of the position, influence, advice to position holders, relations to or 
perceptions of other administrators, leadership, team management, integ-
rity, careers, and the nature of the post in a particular state. 
An ERIC search was conducted by the writer for the period 1974 to 
January 1980, with such descriptors as Tasks of Administrators, 
Job-Task Analysis, Assistant Principals. The 31 articles which surfaced, 
covered a diversity of concerns: the significance of the job, its crisis 
orientation, training for it, its relationship to the principa1ship, 
problem solving and decision-making, activities, job satisfaction, 
salaries, careers, women and Blacks in the position, and model contracts. 
An integrated conception of the assistant principa1ship did not result 
from the ERIC search. Joly (1973) made note of these shortcomings in the 
ERIC 1 iterature: IIInformation on the role of the assistant principal is 
so scarce •... All of these [task areas such as student activities and 
discipline] are parts of the roles •.• , of course, but summaries do not 
indicate any specific discussion of the assistant principals and the 
parts they p1ayll (p. 16). 
An analysis of The Assistant Principal: a collection of ERIC Docu-
ment Resumes (1973), though clearly concentrating on the assistant prin-
cipal, illustrates Jo1y ' s (1973) point. The articles referenced are 
almost solely concerned with the duties assistant principals may perform, 
such as curriculum, discipline, scheduling, and staff relations. Even 
these are dealt with generically •. Indeed, titles of the articles often 
do not mention the assistant principal. Again, the position as a whole 
is not described. 
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Sampling the literature on the assistant principalship illuminates 
the foregoing points. For example, Smerka's article (1980) exemplifies 
the practitioner advice mode found in a majority of the articles. He 
stressed the ~llowing ideas as "modus operandi" for the assistant prin-
cipal: 
Remember that you are the principal's subordinate and that 
your job is to simplify his/her work. 
Keep in mind the service-orientation of education. 
Effectiveness results from involvement. 
Appropriate communication modes should be employed. 
Keep a sense of humor and happiness. 
Assess yourself reflectively. 
Give credit to those deserving it. 
Stay positive and optimistic. 
The contributions to the literature on the assistant principal can 
all be grouped around four major topics, all dealt with in the NASSP 
study (Austin & Brown, 1970): the role of the assistant principal, the 
tasks associated with the position, the level of job satisfaction, and 
career plans. The remainder of this chapter is devoted to a review of 
these four subjects. 
The Role of the Assistant Principal 
Novak (1963), by stating that the assistant principalship is 
"vaguely defined" (p. 20), is representative of many other writers 
(Black, 1980; Bordinger, 1973; Childress, 1973; Greenham, 1972; Jarrett, 
1958; Joly, 1973; Koerner, 1973; Valentine, 1980) who have pressed for 
more clarity and specificity in descriptions and definitions of the 
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assistant principal's role, status, goals, functions, and duties. The 
following legal definition (Gatti & Gatti, 1975), perhaps understandably, 
represents the vagueness encountered: 
The vice-principal is part of the administration and is not a 
part of the teaching staff while carrying out his or her admin-
istrative functions. He or she is considered an employee and 
not an officer of the school board. The vice-principal reports 
directly to the principal and is generally in charge of specific 
areas such as student discipline. The vice-principal is liable 
for his or her own acts, but not the acts of teachers unless the 
vice-principal knew or should have known of the potential tor-
tious conduct. (p. 301) 
Even the title for the position next in line to the principal varies 
greatly. Gillespie (1961) listed assistant principal, vice-principal, 
associate principal, department head, adviser, counselor, or dean of 
boys or girls. He stated, however, "Approximately 90 percent of the 
school systems of the country now designate the person next in authority 
to the principal as either assistant principal or vice-principal, with 
the title assistant principal being used more often II (p. 59). Jarrett 
(1958) recommended standard use of the assistant principal title. 
The lack of a precise and consistent description of the assistant 
principal position can be explained partially by the historical evolution 
of the office. Gillespie (1961) and Jarrett 1958) contended that the 
assistant principalship was added to the administrative staff when 
schools grew in size and, as a result, in complexity for the principal. 
Barratt (1955) stated specifically, "Consolidation of small school 
districts into single large units and rapidly increasing school enroll-
ments are largely responsible for this growth in numbers and importance" 
(p. 56). He enumerated reasons for employing an assistant principal. 
One was, liTo relieve the principal of certain duties which will provide 
him with additional time for such necessary activities as supervision 
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and professional leadership projects" (p. 56). Wells, Nelson, and Johnsen 
(1965) traced the beginning of the assistant principal ship: IIFor the past 
40 years a new position, that of the assistant high school principal, has 
been emerging in the field of school administration ll (p. 15). Histori-
cal explanations also come from such statements as, "The position grew 
like Topsy" (Hurley, 1965, p. 12) and, "The development of the role 
of the assistant principal has apparently follm-/ed no systematic pattern" 
(Garrett, 1958, p. 28). 
The position's vague definition has been frequently highlighted by 
students of educational administration: 
• liThe position of assistant principal in the American secondary 
school has evolved without an adequate sense of direction or under-
lying philosophy" (Gillespie, 1961, p.59). 
• liThe role of the vice principal, or assistant principal, in 
the American secondary school is still a clouded issue today" 
(Hurley, 1965, p. 12). 
• "One of the challenges confronting secondary school educators 
today is the development of a role definition for the assistant 
principal, both by title and job del ineation" (Chil dress, cited in 
NASSP Newsletter, 1973, p. l). 
• "The problem [defining the assistant principalship] is perhaps 
due in part to the limited attention that has been given to the 
study of this significant administrative role in education" 
(Kriekard & Norton, 1980, p. 1). 
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Duties Performed by Assistant Principals 
The second general area of the literature on the assistant princi-
pa1ship centers around the various duties performed. Hentges (1976) 
conducted a study in Minnesota modeled after the NASSp·s normative study 
(Austin & Brown, 1970). His conclusions paralleled those of the NASSP 
work in the following ways: 
• Assistant principals were involved in nearly all administra-
tive processes (p. 88). 
• Assistant principals were not often allowed IItotal" responsi-
bil ity for a task (p. 88). 
• The assignments given assistant principals were not perceived 
as requiring a high degree of decision-making authority; the only 
exceptions were discipline,attendance, detention--all pupil per-
sonnel functions (p. 89). 
• Al though there were some replJrted differences in work by type 
or location of school, variances were based on degree of involve-
ment only (p. 93). 
• More principals than vice-principals thought that the assis-
tant principal had responsibility for significant duties requiring 
high levels of authority in decision-making (p. 92). 
• The IIcore ll of assistant principal activities seemed to include 
curriculum and instruction tasks, staff personnel activities 
and pupil personnel responsib1ities (Table 4.14, p. 79). 
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Other writers over the last half century have addressed the spec-
trum of assistant principal tasks (Henc1ey, 1963; Long, 1957; Novak, 
1963; Rankin, 1973; Van Eman, 1926). The work of Austin & Brown (1970) 
exemplifies the descriptive approach. A prescriptive tack was taken 
by Hencley when he suggested interrelationships in policy making and 
technical administrative duties for school leaders, from superintendents 
to coordinators. Tasks designated to the assistant principal's direct 
attention and supervision would be as follows (Table III, pp. 74-81): 
Instruction and curriculum development (relating curriculum 
to time, facilities, personnel) 
- Staff personnel (orientation and scheduling of professional 
staff, securing and scheduling substitute teachers) 
- Pupil personnel (student orientation, scheduling, counseling 
services, student records, occupational and educational information 
services, assessment and interpretation of student growth, dealing 
with pupil irregularities, activity programs, attendance) 
- Finance and business management (inventory of equipment and 
upplies) 
- School/community relations (reports and bulletins to the commu-
nity, conferences with parents and citizens, releases to the media, 
improvement of student progress reporting, development and coor-
dination of the overall school/community relations program) 
Related articles also focus on what might be considered the primary 
assistant principal duties. The theme is often the preeminence of pupil 
personnel functions. Fallon (1974) stated: liAs assistant principal, 
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there are two areas of prime responsib1ity that will either make or break 
an administrator. These are attendance and school discipline" (p. 77). 
Of the ten articles comprising the October, 1973 edition of the NASSP 
Bulletin, the only research-based article devoted to the assistant 
principalship was authored by Brown and Rentschler (1973). When deter-
mining the five duties most frequently assigned to Indiana assistant 
principals, Brown and Rentschler found, as Austin & Brown (1970) had 
concluded earlier, that pupil personnel activities are usually a prime 
focus for the assistant principal. Burgess (1976) identified the duties 
most frequently mentioned by assistant principals as teacher evaluation, 
curriculum development and staff leadership, discipline, attendance, and 
student activities--the latter three, of course, being student personnel 
functions. Jarrett's (1958) survey in Los Angeles and in 23 of the 25 
other largest cities in the United States determined that assistant 
principals were most involved in professional and inservice training, 
co-curricular activities, and pupil personnel services. Respondents, 
estimated that pupil personnel activities consumed 45 percent of their 
worktime, the largest allocation of time for a single set of tasks. 
As a result of the identification of the assistant principal with 
pupil personnel activities, the literature includes contributions on 
these specific aspects of the assistant principalship. To illustrate, 
'Boettcher (1973) wrote on due process concerns regarding student disci-
pline; Stokes (1973) on student activities. Greenham (1972) suggested 
an attitude the assistant principal might take regarding discipline: 
lilt would appear that most assistant principals are seen as disciplin-
arians--a necessary but thankless job. It is necessary, but must it be 
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thankless?" (p. 27); "The point I'm driving at is that the disciplinarian 
role for anyone--principal, assistant principal, teacher, parent--can be 
a teaching role and a learning role •.. It will depend on our viewpoints 
and our interpersonal re1ationshi ps" (p. 28). Collins (1980) and 
Mitchell (1976) presented similar viewpoints, stressing the creation of 
humane environments for students. 
The compOSite of literature on assistant principal duties, 
presents two divergent viewpoints. Gillespie (1961) stated, liThe scope 
of duties ••• of the assistant principal has changed from a narrow range 
of clerical and routine activities to a broad range of administrative 
and supervisory functions" (p. 56). And the fact that Burgess (1973) 
emphasized the curricular functions of the vice-principal and Turner 
(1973), the related topiC of instruction, might lend support to such a 
claim. Conversely, as recently as 1972, Greenham contended, "I am con-
cerned, however, that the position of assistant prinCipal often is too 
heavily weighted in the direction of 'para-professional' tasks" (p. 29). 
The ASSistant Principal's Job Satisfaction 
The third significant topic in the literature on the assistant 
principal--job satisfaction--is related to the previous subject of 
duties. The 1970 NASSP Career Study (Austin & Brown) determined that 
a low level of job satisfaction, relative to that experienced in other 
positions, plagued assistant prinCipals (p. 72). Croft and Morton (1972) 
found that 41.7 percent of Houston assistant prinCipals and 60 percent 
of Kansas assistant prinCipals found satisfaction with their positions; 
only 14.7 percent and 25 percent, respectively, planned to remain assistant 
principals. The investigators delineated the tasks associated with 
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satisfaction: orientation (for students and teachers), selection and 
evaluation of teachers, varsity athletics, public relations, and curric-
ulum development. Dissatisfaction stemmed from the more routine and 
clerical tasks--building use, student photos, transportation, and testing. 
Black's (l980) Maryland survey revealed that for 66 percent of the respon-
dents the best-liked jobs areas were related to the instructional program; 
discipline-related tasks were least liked by 83 percent. A similar study, 
involving 164 assistant principals in southeastern Pennsylvania (Garawski, 
1978), had "determined that the tasks of teacher evaluation, teacher 
supervision, and preparation of the school master schedule generated the 
highest degree of job satisfaction, and that there was a strong positive 
correlation between satisfaction and the parameters of task responsi-
bility, task importance, and discretionary authority" (p. 9). Respon-
dents' comments indicated that job dissatisfaction arose from long work 
hours, a lack of assistance and attention from superiors, teachers' nega-
tive perceptions of their handling of student discipline problems, 
students' perceptions of them as solely disciplinarians, the constraints 
of federal and state policies and court decisions relative to due process 
and discipline, and having their contributions attributed to superiors. 
Self-image appears to be a possible link between assigned duties 
and resulting job satisfaction. Bordinger (l973) addressed the question 
of negative self-image of assistant principals. Burgess (1976) contended 
that assistant principals sometimes view themselves as "bad guys" (p. 
79). She had stated in 1972, "It [the assistant principalship] is a 
developing role that is presently filled with deep frustrations" (p. 77). 
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Hopes for advancing the assistant principal from mere disciplinarian to 
educational leader and, thus lessening dissatisfaction in the position 
pervade the literature to date (Clements, 1980; Potter, 1980). The 
stereotype and the resulting plea is the same throughout. Greenham 
(1972) described the assistant principal as a "buffer for the executive" 
(p. 28), r·tazzei (1976), as a "part-time record keeper" (p. 319); 
Bordinger (1973) labeled the stereotypical assistant principal as a 
"rent-a-copu (p. 13). "Hatchet manu is the term used by several (Bevan, 
Bugher, Mazzei, Moore, and Nichols, 1973, p. 88; Greenham, 1978, p. 28; 
Hurley, 1965, p. 12; r·1azzei, 1976, p. 319). Culver's (1978) following 
statements reflect the view of many of the writers previously cited: 
There is an injustice being committed in school administration, 
and unless some determined steps are taken to correct it, a 
vital member of the administrative team will be rendered vir-
tually ineffective. The problem is the stereotyping of the 
assistant principal as an enforcer whose only responsibility 
is to chase smokers, dopers, and truants. (p. 112) 
It is this writer's firm belief that any person in education, 
whether a teacher or an administrator, is first and foremost 
an educator. (p. 113) 
Three ways to ameliorate the situation are usually suggested: 
change assignments, use team management, and integrally involved with 
both--modify relations bet'lJeen principal and assistant principal. 
Novak (1963) expressed the concern felt by many about relations between 
principal and assistant: 
It is necessary for the principal and the vice principal to be 
able to operate comfortably within a mutually acceptable point 
of view that allows each his individuality and free expression 
of opinion, yet permits a reasonably united front. A vice 
principal who performs minor errands without latitude or auth-
ority to make any decision on his own is not justifying his 
salary, loses self-respect, the position itself suffers, and 
he may lack assurance and creativity if he ever should emerge 
from the shadow of the principal. (p. 20) 
This concern loomed greater when the 1970 NASSP study (Austin & 
Brown) revealed that principals and their assistants had differing 
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views of the importance and authority of the assistant pr;nc;pa1ship 
(p.47). Bevan et a1.(1973) painted out that the principal determines 
not only what an assistant principal will do but also how much authority 
will be granted to the position. Brown and Rentschler (1973), in 
attempting to discover why the assistant principal is not always pro-
moted to a vacant principa1ship, contended that the principal may well 
bear some responsibility for the assistant principal IS lack of prepara-
tion, by hindering professional growth through narrow duty assignments. 
The authors inquired, "To prepare to become a brain surgeon, does a 
medical intern limit himself to appendectomies?" (p. 43). The editor of 
the NASSP Bulletin (1973) stated quite strongly, "If there is a dominant 
message to be heard from the several authors in this Bulletin, it is 
that the role of the assistant principal in any given school is exactly 
what the principal in that school wants it to be" (p. 124). Crowson 
and Porter-Gehriels (1979) statement is equally direct: "Principa1s 
(both high school and elementary) delegate very little responsibility 
to their subordinates" (p. 26). And yet, Salley, McPherson, and Baer 
(1979) determined that school characteristics accounted for the greatest 
variations in a principal IS work. Of particular relevance to an examina-
tion of the assistant principa1ship would be the finding that the school 
variable of "administrative levels down" affects the extent to which a 
principalls job involves such task areas as problems in student adjust-
ment, dealing with gangs, safety regulation, utilization of specialized 
staff, and individualized student development. 
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Suggestions for modifying the assistant principa1's job, and thus 
increasing job satisfaction, abound. Burgess (1972) suggested that prin-
cipals should provide their assistants with satisfying job experiences 
beyond attendance and discipline, scheduling, and food service. Hurley 
(1965) recommended increased assistant principal involvement with such 
responsibilities as curriculum and instruction and public relations. 
Mazzei (1976) promoted the idea of eva1uation--of both teachers and 
programs--as a legitimate area for attention from assistant principals. 
When New York vice principals were asked about time devoted to various 
duties, "They stated that approximately one-fourth more time should be 
given to public relations, one-tenth to pupil personnel, three-tenths to 
curriculum, four-tenths to professional growth, but almost 50 percent 
less time should be ceded to attendance and to tests and records" (Long, 
1957, p. 32). 
Perhaps, the administrative dilemma of allowing the principal to 
delegate duties to the assistant principal as seen fit and yet providing 
the assistant principal with broad administrative experiences is illus-
trated by two apparently conflicting comments by a single writer. 
Jarrett (1958) maintained, "Greater participation by the assistant 
principal is needed in the supervision of departments, and in the over-
all supervision of instruction, as directed by the principal" (p. 31); 
yet, a recommendation in the same article stated, liThe principal should 
exercise a free hand in assigning specific administrative duties to 
assistant principa1s" (po 31). The first comment gives a specific 
direction for the principal; the latter gives free rein. 
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Egan's study of the relations between principal and assistant 
principal (1969) a1 so exposed the dil emma in the foll owing propositions: 
Proposition 2. The relationship of superordinate and sub-
ordinate tends to become dysfunctional, insofar as organizational 
goal achievement is concerned, as the subordinate becomes overly 
compliant to the demands or orders of his superior. (pp. 85-86) 
Proposition 4. Although the superior is by definition the 
dominant member of the superordinate/subordinate dyad, the func-
tioning of the organization is impeded unless that domination and 
authority is accepted by the subordinate. (p. 88) 
Proposition 5. An important function of the superordinate in 
the allotment of organizational tasks is the balancing, of institu-
tional demands with the personal needs of the subordinate. (p. 89) 
Typically, the assistant principal is involved in many administa-
tive activities but has little sophisticated decision-making responsi-
bility. Austin and Brown (1970), echoed by Bordinger (1973), suggested 
shared decision-making as a solution. Others (Bordinger, 1973; Burgess, 
1973; Childress, 1973; Gross et al, 1980; Jo1y, 1973; Rankin, 1973; 
Sprague, 1973; Valentine, 1980) supported a team-management approach to 
school administration. Burgess (1976) was optimistic on this point: 
liThe professionalism and realism of most assistant principals and the 
corresponding concern of many principals afford high hopes that an effec-
tive administration team is possible in many secondary schools" (p. 77). 
The Assistant Principals' Career Plans 
Career planning is the fourth major topic in the literature on the 
assistant principal. The basic question--is the assistant principalship 
a career position or preparation for further advancement?--remains 
unansv/ered. Barratt (1955) contended that one reason to employ an assi s-
tant principal is, liTo act as a training opportunity for future principals, 
thus tending to insure continuous professional leadership for the edu-
cational program of the schoo1" (p. 56). Jarrett (1958) concluded froM 
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his study of city assistant principals that, liThe assistant principal-
ship is the proper internship for the position of principal of a second-
ary school" (p. 31). On the other hand, more and more view the assistant 
principalship as a career goal in itself. Greenham (1972) said, "I am 
inclined to believe that we should view the Assistant Principal's 
position as having stronger career possibilities" (p. 32). A year later, 
Bordinger (1973) spoke to establishing the assistant principalship as a 
career position. Burgess (1976) remarked: 
It should be noted that there are now a substantial number 
of assistant principals who see the position as a career goal 
in itself. With an increased number of assistant principals, 
particularly in large school systems, and with declining 
enrollment, it is obvious that many assistant principals will 
never become principals. There are, however, some assistant 
principals who genuinely like their jobs. (p. 78) 
Brown and Rentschler (1973) provided some further .documentation 
for this trend. One reason why assistant principals do not necessarily 
move to principalships is that they elect to remain in the vice-
principalship. 
The ~Iorkdays of Assi stant Principal s 
The foregoing representation of the literature on the assistant 
principalship evidences great concern on the part of students and practi-
tioners of educational administration. However, there are relatively few 
contributions on the subject, and many of those appear in a single 
journal--the NASSP Bulletin. The Bulletin is not research oriented and 
focuses on the role of the assistant principal only occasionally, as 
it did in 1973 and in 1980. The topics related to the assistant prin-
cipalship are many; often many topics are covered in a single short 
articl e. Recent contributions do not go beyond the major r'~ASSP study 
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in 1970, due largely to the lack of research replication and expansion. 
Certainly, there is no integrated view of the assistant principal's 
workday. 
There is, however, some interest in the underlying nature of the 
assistant principals day-to-day managerial work. As early as 1957, 
Hurwitz entitled a short article "A Day in the Life of an Administrative 
Assistant," outlining the day chronologically from building patrols, 
student counseling, parent conferences, to the design of an organiza-
tional flowchart. Bordinger (1973) spoke to the crisis- and people-
orientation of the position: 1I~1any administrators classify the job as 
a crisis-orientated position most frequently dealing with people who are 
experiencing some degree of distress or disaster" (p. 10). He also 
referred to the nature of the work: "Of the many concerns assistant 
principals have regarding their position, none seems to concern them more 
than the workload or time involved in discharging their responsibil ities" 
(p. 11). Childress contended (1973) that one of the ~phases of prepara-
tion for the assistant principalship should be an understanding of the 
actual administrative activities. Brown and Rentschler (1973) suggested 
that practicing assistant principals could profit from analyzing a self-
recorded activity log. Bevan et al.(1973) did exactly that on a rather 
casual basis, and from their logs, concluded: 
- "He [the assistant principal] will participate in hundreds of 
minute managerial tasks" (p. 81). 
"r·1uch of his week is spent in listening to people" (p. 82). 
- "One thing is certain. He will not have to worry about find-
ing something to keep him busy" (p. 83). 
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Summary 
This chapter recounted the contributions and conclusions of resear-
chers, in business, industry, and education, on the nature of everyday 
managerial work. r·1intzberg ls (1973) observation methodology and study 
conclusions regarding managerial work provided the basis for this in-
vestigation; therefore, the work of other managerial work researchers 
was compared to and contrasted with Mintzbergls. In addition, the 
literature on formal organizations was explored for its relevance to 
managerial work research. Together, the writings of managerial work 
researchers and formal organization theorists provided the context for 
this investigation of a particular manager in a particular formal 
organization: the assistant principal in an urban school system. 
The present educational administration literature on the assistant 
principal was found to be disappointing in several ways. The articles 
and books on the subject are few in number; for the most part, hortative 
in nature; and inconclusive on najor topics, such as role, duties, and 
career status. A coherent description of the assistant principal's work 
is not available to researchers or to those in the position or aspiring to 
it. 
The review of relevant literature confirmed that further explora-
tion of the assistant principal IS role, duties, job satisfaction, and 
career aspirations was necessary. The structured interviews used by the 
investigator provided this needed study element. The major contribution 
of this study, however, is an integrated account of the assistant prin-
cipal IS actual work day, derived from direct observation. A gap in the 
educational administration literature is, thus, filled. Also, because 
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the.Mintzberg framework for structured-observation (1973) is employed, 
the results of this study can be synthesized with studies which employed 
a similar framework but were directed at other school executives (Crowson 
and Porter-Gehrie, 1980; Peterson, 1978; Pitner, 1978). This study's 
specific research questions centered on six topics which, from an analysis 
of the reviewed literature, emerged as focal study topics: workday 
activities, duration, pace, interactions, initiation/reaction, and work-
day differences. The foll o\'Ji ng chapter considers these research questions 
and outlines in detail the framework for data collection, particularly 
the structured-observation process. 
CHAPTER III 
METHODS AND PROCEDURES 
Introduction 
The preceding chapter ended with the premise that an observational 
study of the assistant principal's workday was necessary due to the 
various inadequacies in the literature on the assistant principalship. 
Specifically, this literature is scanty, fragmentary, and problem-
oriented. When a body of literature on a managerial position is so 
small and piecemeal, a priority emphasis should then be laying appro-
priate ground work--an integrated account of the manager's day-to-day 
work, based on research data rather than practitioner opinion. In this 
way, fragmentation is addressed, since the focus is a broad one--the 
underlying nature of the assistant principal's workday, rather than a 
look at bits and pieces of that work. Further, the problems related to 
the assistant principalship can be more responsibly addressed in the 
future if an accurate description of the assistant principal's work is 
available. 
The six research sub-problems delineated previously were developed 
so as to provide the needed integrated view of the workday of the assis-
tant principal. The first five are directed toward specific aspects of 
daily managerial work: activities, duration of workday, pace, contacts, 
and degree of work initiation-reaction. The final subproblem inquires 
about possible differences in the workdays of various assistant 
principals. In combination, the research subproblems established the 
framework for a directed inquiry regarding the content and nature of 
the assistant principal's everyday work. The resulting challenge \'/as 
to design a study congruent with these research problems. 
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The remainder of this chapter is devoted to the study's method-
ology and procedures. The immediately following section is a review of 
selected literature relevant to field study methodology. In succeeding 
sections, study sampling and data-collection procedures are described. 
Finally, the procedural problems encountered in this investigation are 
discussed. 
Review of Literature 
Within the last decade, both the literature of management and of 
education have contained clear statements of the value of observational 
studies. For example, Davis and Luthans (1980) attributed the discre-
panCies between the traditional management literature contentions and 
the reality of managerial work to the use of the traditional methods. A 
similar refrain is echoed in education circles. Sarason (1971) argued 
for the need for more accurate portrayals of the schools, as "There is a 
growing awareness that we know far less about the 'active functioning of 
schools and school systems' than we have realized" (pp. 229-230). 
Wolcott's (197la) comments are more particularly directed at the need 
for observational data regarding the educational manager, since the 
nonnative literature provides "virtually no insight into what it is like 
to be one of these people" (p. 347). 
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In sum, various contributions to the literature of management, of 
education in general, and educational administration in particular, 
revealed a need for fresh observation and description rather than 
unquestioning reliance on past literature precepts and theories. What 
appears to be necessary is movement toward what Glaser and Strauss 
(l967) have tenned "grounded theory": social research that generates data 
from which theory-building might emerge, en lieu of data collection 
intended to simply validate past theory. Weick (1968) further specified 
the direction for an investigator choosing to contribute meaningful data 
by stating, "The fallibilities of retrospective data are reason enough 
for an investigator to attempt an observational study" (p. 364). 
The major point reiterated by the foregoing writers is, simply 
stated: in order to insure that further literature in management and in 
education is congruent with reality, one must observe behavior in its 
natural setting. Then, from observational/descriptive research, theory 
can more appropriately emerge. 
In order to pursue an observational study, one can turn to the 
socio-anthropological field study literature where many of the standards 
for responsible observation have been set. Rather central to this 
literature is the ethnographic method, originally emerging from anthro-
pology but more and more being applied in education settings. Wolcott 
(nd) stated, "Although the tenn 'ethnographic research ' has gained 
recent currency in education, it is often used inappropriately" (p. F3). 
Inherent to ethnography is what Rist (1980) labeled lithe traditional 
'rite of passage l a prolonged field study" (p. 9). Nonnally, this training 
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experience is crosscultural (Wolcott, nd; Rist, 1980). When in this 
setting, the entire cultural milieu can be studied. Of course, focusing 
one1s observation on the schools and the school day is a distinct 
restriction of the ethnographic approach and has been noted by Rist and 
Wolcott. II/olcott (1975) stated, liThe commitment to education as a 
cultural process necessitates a broader perspective than that obtained 
by confining one1s attention to events within the walls of the school 
buildingll (p. 113). Rist (1980) said, liThe traditional assumption was 
that a single individual •.• would go to. the field site, become enmeshed 
in the life, and only after a long and involved period of time, begin to 
formulate a framework for the ana1ysis ll (p. 9). Wolcott, specified 
additional standards for data collection and reporting. He (Note 2) 
referred to description rather than judgment, as a IIcanonll of ethnography 
(p. 3). Such description, he (1974b) contended, results from lithe 
ethnographer1s multi-instrument approach II (p. 178). Describing the 
reporting of data as necessarily rich in detail Wolcott (1975) said, 
III would insist that any ethnographic account should contain a wealth 
of primary data: actual quotes from informants, related in their own 
words from comments and written documents ll (p. 124). Though educational 
ethnography has often defied various aspects of the preceding model, 
it also appears that borrowing from this anthropological method can 
result in valuable educational studies: IIEducational research can bene-
fit from the characteristics of ethnography ..• without claiming to be 
ethnographyll (Wolcott, nd, p. F4). 
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Perhaps the greatest benefits derived from the literature on 
field study are (1) the resolution of criticisms frequently leveled at 
qualitative studies and (2) comprehensive examples of the field study 
methodology as applied to education. The major drawbacks of field work 
are often considered to center on scientific purpose, sample size, and the 
effect of the observer1s presence. Though some researchers from the 
quantitative school of thought contend that the purpose of research is 
hypothesis-testing, Lutz and Iannaconne (1969) maintained, as did Glaser 
and Strauss (1967), that research can and should be hypothesis-building/ 
theory-building as well. In fact, Lutz and Iannaccone have stated quite 
strongly, IIPrejudgment in terms of hypotheses are not necessary or 
desirable as the process is studied ll (p. 115). 
Both Cusick (1975) and Wolcott have spoken to the question of 
limited and selected sample. Cusick addressed the topic directly when 
he said, IISince the subjects are usually limited in number and selected 
by chance, the resulting data, while interesting, is not transferrable 
to other situations. On a superficial level this might appear true. 
However, those of us who understand such studies feel that men are more 
alike than they are different ll (p. 5). Wolcott (nd) also emphasized the 
latter thought when he described ethnographic research in this manner: 
IIEthnographic research seeks understanding of the particular as an 
example of the several. Classes of events are better understood through 
a more thorough examination of a particular case II (p. FS). 
Another charge directed at field researchers is that because they 
intrude upon a natural environment, their presence must affect the very 
behavior they intend to observe and describe. Closely related to this 
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concern is the complicated issue of observer role. Lutz and Iannaccone 
(1969) stated, IIRather than claiming that the observer1s presence does not 
modify the behavior at all, it is more reasonable to expect that the 
essential elements of the social system under investigation will not 
be modified if the role of the observer is carefully chosen and p1anned" 
(p. 107). The authors went on to provide the following description 
of the roles available to an investigator wishing to describe behavior 
in a social system: 
1. The participant acting as scientific observer (owning group 
membership) 
2. The observer as limited participant (allowed group member-
ship) 
3. The observer as a non-participant (without group membership) 
4. The observer (without presence in the group) (p. 121) 
Three studies of behavior within educational organizations are: 
Inside High School: The Student1s World (Cusick, 1973), Boys in White: 
Student Culture in Medical School (Becker, Geer, Hughes, and Strauss, 
1961), and Anatomy of an Educational Innovation: An Organizational 
Analysis of an Elementary School (Smith and Keith, 1971). In the first 
project, Cusick set out to describe high school life from the student1s 
view. He attended classes, ate in the student cafeteria, and partici-
pated in after-school social life. His work resulted in descriptions of 
various aspects of student life, such as the schoo1day, classroom inter-
actions, and student cliques. The medical school work produced descrip-
tive accounts of the various perspectives medical students develop over 
time, for example, the IIBest of All Professions ll stance (Chap. 5) and the 
IILearn it All" attitude (Chap. 7). In the thi rd study, Smith and Keith 
observed the evolution of an innovative elementary school and developed 
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description on such aspects of schooling as the faculty and pupil social 
systems and teacher innovation and instruction. 
The observations of all three of these studies \'Iere conducted in a 
participant observer role. And yet, Wolcott (1974) purported: 
It is very difficult to be an effective participant/ 
observer in a school unless one selects among the limited 
number of statuses available for effective participation ••• and 
his own experience with the institution may preclude his being 
a keen observer in a setting where most everything is already 
famil iar. (p. 1) . 
Furthermore, an advantage of the role of nonparticipant is that, 
liThe observer as a nonparticipant can take notes while observing without 
affecting or altering behavior" (Lutz and Iannaconne, 1969, p. 121). 
A final consideration for field study work is whether observation 
data-collection should be structured or unstructured. As previously 
mentioned, ethnography assumes no formulation of framev/ork for recording 
and analyzing data (Rist, 1980; Wolcott, 1975). However, even an ethno-
grapher such as Wolcott (1975) has begun to reconsider this stance: "I am 
coming more and more to recognize the necessity of some degree of problem 
orientation" (p. 114). On the other extreme, Lutz and Iannaconne (1969) 
have stated, "Of utmost importance to the data collection is a previously 
chosen model. This will serve as a guide for data collection" (p. 128). 
Mintzberg (1970) defended structured observation as, "A methodology which 
couples the flexibility of open-ended observation with the discipline of 
seeking certain types of structured data" (pp. 89-90). 
General ~1ethodol 09i cal Perspectives 
This study would be classified under the general rubric of a 
field study, one that borrows from the more restricted field of 
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ethnography. A small, selected sample was directly observed in the 
natural environment, with the researcher assuming the nonparticipant 
observor role. Though a structured framework for data collection was 
employed, hypotheses were not developed to guide the study; and descrip-
tion, not judgment, was the major research intent. In order to amass 
the richest possible description, a multi-instrument data-collection 
approach was designed. 
Sampling 
The site for this study was an urban school district on the West 
coast. From this district, five high school assistant principals were 
selected for study participation. Criteria for selection \'/ere that the 
person had served as an assistant principal at the same building site 
for at least two years and that the composite sample represent a cross-
section of major administrative functions performed by assistant prin-
cipals, such as activities/athletics, curriculum and instruction, and 
student discipline. These criteria were developed to ensure that neither 
lack of experience in position or building nor emphasis on a single type 
of job description would bias conclusions regarding the workday of an 
assistant principal. When it was determined that more than five district 
assistant principals met the two criteria, representativeness of socio-
economic status of school community, sex and ethnicity of assistant prin-
cipals were additionally considered in selecting the five study partici-
pants. 
Certainly, this is not a randomly chosen sample. However, the 
care exercised in selection would be comparable to that of the Austin 
and Brown shadow study (1970) .. The factors used as considerations 
for sample composition (difference in regions of the country, size 
and grade ranges of student body, financial resources of the school, 
and community character [po 14]) differed; however, the general 
approach of simply seeking adequate variety was precisely the same. 
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The investigator telephoned each selected assistant principal to 
briefly explain the study purpose and to request participation; all 
promptly agreed to participate. Before observations began, a conference 
to provide information and answer questions was held with each assistant 
principal, as Wolcott (1971b) contended, IIExplicit statements of mutual 
expectations might alleviate misunderstanding or at least lead to 
more precise del imitations of rights and duties II (p. 107). At this 
time, the study intent--description of the workday, rather than judg-
ments regarding it--was emphasized. Data collection procedures were 
enumerated and explained briefly. Additionally, anonymity in the written 
report was emphasized as a researcher obligation; protocol for securing 
conference observation permission from parents, students, and teachers 
was discussed. During this initial meeting, an observation schedule was 
also developed. Pitner (1980) commented that her selected superinten-
dents indicated some desire to choose days for observation based on their 
calendars (p. 69). In order to alleviate the possibility of assistant 
principals proposing specific kinds of workdays, the investigator instead 
proposed a set schedule of days. In no instance was this schedule modi-
fied by participants. Finally, each subject assistant principal signed 
an "informed consent II form in which confidentiality was again stressed; 
risks to participants were stated as "invasion of privacy, inconvenience, 
demand on my time. II 
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Data Collection, Coding, and Analysis 
Each of the five assistant principals was directly observed 
through the five days of the week. Because of the investigator's own 
work obligations, a single complete observation schedule normally 
required a three-week period; however, this \'Ias actually advantageous, as 
observations were extended over a longer period of time and were not 
concentrated in a single week that might have been unique in some way. 
If early morning or evening events were part of an assistant principal's 
scheduled observation day, the investigator was present to observe and 
record those activities as well. ~Jr;tten as a first-person scenario, the 
assistant principal might describe the shadowing experience in the 
following way: "I was followed throughout five days of my day and 
evening work: desk work, telephone calls, meetings, tours and encounters." 
The investigator employed the ethnographer's multi-instrument 
approach whereby primary data could be reviewed and description, rather 
than judgment, could be the focus. Data-gathering techniques included 
the fo 11 owi ng : 
• Field notes regarding the assistant principal's physical 
environment and the high school's administrative procedures and structure 
• Structured observations of the workday recorded and coded on 
the Chronology, Communication, and Contact Records developed by 
Mintzberg (1973) 
• Reviews of correspondence and documents, as needed to make 
field notes, to aid in the structured-observation process, and to provide 
background on each assistant principal 
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• Structured interviews, in order to elicit further information 
regarding the assistant principal·s workday and to determine the degree 
to which subject assistant principals· views of their pOSition were 
comparable to sentiments expressed in the literature 
Data were collected while the investigator was in the nonpartici-
pant observer role. In fact, in a conversation with Wolcott (Note 3), 
the investigator inquired whether, in this study, the observer role 
would be characterized as nonparticipant. ~Jolcott repl ied, IIClassi-
cally, probably. Be whatever they will let you be. You can be too 
sterile. They want a little sympathy ••• the one mistake I made probably 
with my study ..•• Ta1king for them is a catharsis. 1I As a result of this 
advice, the investigator attempted to affect the workday as little as 
possible, but yet tried to also recognize the importance of being an 
interactive, nonthreatening hUman being. 
The selected framework for structured observation, essentially 
that of Mintzberg (1973), requires explanation. The activities of the 
assistant principal·s workdays were recorded on three records--the 
Chronology Record, the Communication Record, and the Contact Record 
(Appendix A). The Chronology Record consisted of three entries docu-
menting the sequence and duration of daily activities. Activity ~edia 
were recorded as desk work, telephone call, scheduled or unscheduled 
meeting, or tour. Desk work consisted of the proceSSing of mail and 
other paperwork, at times with the assistant principa1·s secretary. 
Telephone calls (including those on in-house telephone or intercom 
systems) were recorded if completed (i.e., at least a message was left). 
Although the assistant principals· incomplete telephone calls often 
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resulted in frustration and the postponement of normal follow-up 
work, the telephoning attempts hindered by busy lines and no answers 
were not recorded. An unscheduled meeting was one that was arranged 
hastily, often when a contact entered the assistant principal's office, 
while a SCheduled meeting was one planned in advance. Tours were of two 
kinds: informational tours to deliver or to gather information and 
observational tours to observe school-related operations and events, in 
and outSide of the building and elsewhere in the city. Next to each 
activity medium listing, the starting and ending times and durations of 
activities were recorded. Also, activities were cross-referenced to the 
two other records--a letter indicating a Communication Record reference 
and a number, a reference to the Contact Record. 
The Communication Record was used to document an observation day's 
incoming and outgoing mail, internal or external to building and district. 
For each piece of mail, form, sender, purpose (and receiver if out-
going), attention given, and action taken that day were specified. To 
illustrate, a communication might be recorded in the following manner: 
memorandum (form), building principal (sender), telling of open house 
plans (purpose), skimmed (attention), filed (action). The Contact 
Record chronicled for each meeting, telephone call, or tour purpose, 
participants, nUQber of participants, initiation, duration, and place. 
Initiation of contact could be designated as self (the assistant 
principal), contact (another person or event), mutual (by mutual, often 
unspoken, agreement between the assistant principal and a contact) or 
clock (a regularly-scheduled activity). 
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In the following section, approximately one hour of an assistant 
principal's morning is described and the records developed from it 
presented (Tables I-III) in order to illustrate the structured-observation 
procedures. 
8: 00 - 8: 01 
When the AP enters the office, a mother tells him that her son is 
returning the next day and will be there for the "staffing" meeting. 
8:03 - 8:27 
The AP tours the halls as the school day begins. He volunteers to 
carry a box of materials to the Career Center for a volunteer nurse. 
The Administrative Assistant and he discuss an administrative transfer 
and a student. One of the students asks about the student fire squad of 
which he is a member. The AP is approached by a secretary who tells him 
(1 minute) that students have been observed outside, allegedly selling 
drugs. He's told that the "baggie" is now in one of the student's socks. 
The Administrative Assistant and he go outside and bring the four sus-
pected students back to the office. (In addition to the contacts 
specified above, the AP spoke briefly to nine teachers, two counselors, 
a secretary, an aide, and a student.) 
8:27 - 8: 31 
The Administrative Assistant and the AP tell the four boys that 
there are two ways the situation can be handled. The police can be 
called, or the students can submit to a voluntary search. The students 
choose the latter, and no drugs are found. Three students are dismissed. 
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The fourth is told of a referral that states he was seen spitting on an 
Asian student. The student is asked if he understands the definition of 
assault. 
(Exact time not known, but 1 minute or less duration) 
The AP starts out on an observational tour; but as he leaves his 
office, the secretary tells him that a mother and son are waiting to see 
him. 
8:33 -8:55 
Mother and son, AP, and eventually a counselor assigned to the 
student (called at 8:50 and asked to join the meeting) discuss the young 
man's attendance problem, his schedule, and his desire to work at a local 
department store. The AP stresses that at least sixth-grade reading 
level is necessary in adult life and calls (8:36-8:38) the Title I 
secretary to find out the student's reading level (he is told it is 5.8 
grade). The student is told that since he's not yet 16, the store would 
likely not hire him during the school day. The AP calls the store 
(8:48-8:49) to determine its policy on working hours for teenagers (he 
is told that it is probably 3:00-5:00; that he'll be called back later 
with a final answer). The mother says that getting her son to attend 
school is a "hopeless case." The AP suggests involving the woman on 
special assignment for students of Native-American ancestry. Results of 
the conference are: 
1. The student can drop algebra and leave at 1 :30 for work. 
2. If the student doesn't attend his other classes, the AP will 
call the store. 
3. The case is turned over to the counselor's supervision. 
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4. The mother will get a work permit for her son that afternoon. 
8:59 
The AP asks his secretary to have someone come see him. 
8:59-9:01 
Back and forth between their two offices, the AP and Administrative 
Assistant talk about materials the Assistant is developing for a meeting 
regarding feeder students. The Administrative Assistant is given 
relevant information; the AP requests follow-up. 
9: 01 - 9: 10 
The AP looks over some mail: a neighborhood newspaper, the daily 
bulletin, and an attendance form telling of a runaway and of whom to 
contact if anything becomes known about this student. 
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TABLE I 
A CHRONOLOGY RECORD 
Time Medium Reference 
Unscheduled Meeting 
Schedul ed r~eeting 
Desk Work 
Phone Call 
Start End Duration Tours or Encounters 
8:00 8:01 1 Unscheduled meeting 1 
8:03 8:27 24 Observational tour (2) 2,3 
------1----- (1) Unscheduled meeting (3) 
8:27 8:31 4 Unscheduled meeting 4,A 
------1----- 1 Unscheduled meeting 5 
8:33 8:55 22 Unscheduled meeting 6 
8:36 8:38 2 Telephone 7 
8:40 / 1 Telephone 8 
8:48 8:49 1 Telephone 9 
8:59 / 1 Informational tour 10 
8:59 9:01 2 Unscheduled meeting 11 
9:01 9:10 9 Desk B - D 
Reference Fonn 
A student management 
referral fonn 
B local newspaper 
C daily bull etin 
D attendance fonn 
TABLE II 
A WRITTEN COMMUNICATION 
RECORD 
------------- - - ----- - ----- - --~~-- ----------- - ---- - -- - -----
Sender Purpose Attention Action (& Receiver?) Gl ance Study File Note 
as perceived by Skim ~Jrite FYI Sign 
Assistant P. Read Proof Forward Send 
Confer Respond 
Reply W/Basket 
or combination 
sec'y told of student read confer with stu-
spitting on Asian dent 
local press periodical news glance (nothing that da y 
though usually 
reads; makes 
available to 
students) 
school office periodical ne\'1S skim wastebasket 
school infonned of runaway read confer with sec-
attendance and whom to con- retary (and 
office tact with info tried to tel e-
phone) 
0"1 
ex> 
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TABLE III 
A CONTACT RECOP.O 
Rerer!:'nc!! ~ Purpose Participant(sl (nitiHion PIa!;!' Self 1. S'Jpp.rior's Orfice 
Contact 2. A.P.'s Office 
~'utua I 3. Peer's Office 
Clock 4. Subord.'s Office 
c 5. Hall/Plant/Crn~nds 0 ..., 6 • Conf./Sd. Pn. 
'" 7. Elsewh./nist. l- S. Comf:1unity ::l 
Q 9. Awa:z:/Org. 
unscheduled told of student mother 2 contact counseling center 
meeting retu rn i ng/wou 1 d 
be at "staffing" 
tomorrow 
2 observational touring at begin- teachers - 9 1ST. self 24 hall, career 
tour ning of school nurse center, grounds 
Ad. Asst. 
counselors - 2 
sec'y 
students 
- 2 
aide 
3 unscheduled told of students sec'y 2 contact (1) hall 
meeting outside wi th 
"baggie" in sock 
4 unscheduled tell i ng po I ice students - 4 6 self 4 AP office 
meeting or vol untary Ad. Asst. 
search/tell ing 
student of spit-
ting referral and 
assault defin. 
5 unscheduled to I d mo ther and see'y 2 contact counseling center 
meeting (on ~/ay son here 
to observ. 
tour) 
6 unscheduled exchange and student 4 contact AP office 
meeting negotiation re: counselor 
student atten- mother 
dance, schedule, 
work plans 
te 1 ephone ca 11 asking reading Title I sec'y 2 self 2 AP office 
level of student 
(5.S) 
S telephone call requesting coun- counselor 2 self I\P 0 Hi ce 
selor to join 
mtg. 
9 telephone call aski ng hi ring depart. store 2 self AP office 
policy employee 
10 infonnational aski ng sec' y to sec'y 2T. self counseling 
tour send someone center 
11 unscheduled giving requested Ad. Asst. 2 mutual 2 Ad. Asst. office, 
meeting info/requesting ,~p office 
follow-up re: 
feeder proyram 
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After observation and recording such as that preceding, the 
Communication and Chronology Records were then coded for congruence with 
Mintzbergls (1973) categories. For example, mail form could be coded 
with letter or ~, and so forth; mail sender/receiver or contact 
participant could be specified in categories, such as subordinate, 
government, or peer. Finally, the categories of all three records were 
enumerated, calculated as percentages, and reported in tables which 
either summarized all data for assistant principal IS or the composite 
'samplels record, or focused on a more restricted aspect of the various 
records. 
Problems Encountered by The Investigator 
This section describes some of the major difficulties encountered 
in conducting this observational study. First, recording and coding 
problems relative to the Mintzberg (1973) framework are explained. 
Second, challenges to maintaining the nonparticipant observer role are 
recounted. 
Pitner (1978) specified problems that she had in employing the 
Mintzberg framework, including what appeared to be an ambiguous demarca-
tion between managerial and non-managerial work (pp. 70-74) and confusion 
regarding purpose categorizations (pp. 74-78). In this investigation 
numerous activities were considered to be non-managerial in nature and, 
as such, were not recorded on the three structured-observation records, 
except as brief paranthetical notes. The following are examples of 
excluded occasions: 
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- Private telephone calls, on personal business and family 
matters 
- Smoking and/or coffee breaks 
- Lunch, when business was not conducted formally 
- Personal tasks and errands, such as shopping, banking, or having 
blood pressure checked 
The questions raised by Pitner (1978) regarding Mintzberg's (1973) 
purpose classifications--the blurring of distinctions between purpose 
and role and the confusion of purpose and function--were determined to 
be valid questions. Therefore, the investigator chose to approach 
recording of mail and contacts in the same manner as Pitner did. She 
stated, "Recorded in the purpose column ... was a brief description 
of the content of the communication. Each communication was later ana-
lyzed as to purpose and notations made, but the original content was not 
obliterated with the purpose categorization" (p. 83). And for the Con-
tact Record, she made a similar statement: "Again, instead of noting 
Ipurpose,1 a description of the content of interaction was noted" (p. 86). 
In this study the same procedure was employed. The content of a piece of 
mail or of contact was described on the records. Later, purpose desig-
nations were employed in the coding process. 
It was necessary to expand Mintzberg's (1973) lists of communica-
tion and contact categories. This expansion was intended to meet one 
major goal: to employ categorizations appropriate to the assistant 
principal IS level and type of job. Some categorizations additional to 
Mintzberg's were borrowed from Pitner (1978); others were developed for 
this specific investigation. In order to illustrate the nature of and 
rationale for these modifications, examples follow. 
• Note was added as a categorization for form of written 
communication on the assumption that the assistant principal would 
receive hastily composed handwritten messages from teachers. 
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• Peer A, B, C, Superior, and Subordinate A, B were additional 
categories for mail sender/target and contact participant. Mintzberg's 
work (1973) dealt solely with chief executives; therefore, a peer would 
be strictly externql to the organization. However, an assistant princi-
pal has peers at three levels: within the building (A), in other build-
ings within the district (B), and external to the district (C). Also, 
the chief executive has no organizational superior; the assistant princi-
pal in an urban district has many. Finally, the subordinates within the 
building and for whom the assistant principal had supervisory responsi-
bility (A) were distinguished from subordinates located elsewhere in the 
organization (B). 
I Counseling/Discipline were added as contact purposes, since no 
Mintzberg (1973) category properly described the nature of the assistant 
principal's numerous conferences conducted for counseling and/or disci-
plinary purposes. 
Even when the investigator was simply applying terms already used 
by Mintzberg (1973), problems arose. Such problems are listed and des-
cribed in the following; in addition, the resolutions developed for this 
investigation are explained. 
• Unscheduled Meeting - Mintzberg (1973) said, "Meetings are 
defined as unscheduled if they are arranged hastily, as when someone 
just 'drops in lll (p. 735). There is a place-orientation--the office--
that seems to be implicit in that statement. Yet, the assistant 
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principal is often sought out when on tour of the building. As a result, 
deliberateness, or intent, of contact was used to distinguish an 
unscheduled meeting in the hall from simply an encounter while touring. 
• Tours - Si nce frequent tours \vere part of some assi stant 
principal's daily repertoires, clarifications of that activity were 
needed. Mintzberg (1973) defined tours as, "a chance meeting in the 
hall, or ••• promenades taken by the manager to observe activity and to 
del iver information" (p. 235). The investigator expanded the informa-
tional tour category to include instances when the assistant principal 
was seeking information as well as the times of information deliveries. 
Also, the evening work activities for assistant principals were often 
not meetings but ... ,ere instead for the purpose of simply observing the 
progress of an event, such as a game or a community festival with which 
the school vias involved. In such cases, the activity was deemed a form 
of observational tour. 
• ~1ail - The assistant principal often reviewed pieces of mail 
that had been accruing on the desk for some time. Mail was recorded 
on the Communication Record only if it was received or initiated on an 
observation day. In this way a distortion of mail recording, 'whereby 
a single piece of mail could be inaccurately recorded more than once, 
was avoided. 
• Participants - Two problems related to this category were: 
HO\'I many people, and which people are involved in a contact? At \vhat 
point does a change in participants indicate a change in activity? On 
numerous occasions, the assistant principal's contacts took place in a 
group, even in a crowd. Only those people directly involved in a contact 
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were recorded as participants, even though others might have overheard 
or observed the interaction. Second, participants moving in and out of 
a meeting were determined to have not changed that activity from its 
single, original designation. On the other hand, if participants mark-
edly changed over time, a new activity--such as unscheduled meeting--was 
recorded with each clear change, even if the topic--such as a specific 
drug incident--remained the same. 
• Initiation - It was a complex challenge to designate appropri-
ately the nature of initiation, since an event or piece of mail could 
trigger numerous later interactions. Distinguishing original initiator 
from the initiator of succeeding activities was simply dealt with on a 
situation-specific basis, according to the investigator's best judgment. 
• Target, Purpose, Participant, Place - As often as possible, a 
contact or a piece of correspondence was coded to a single categorization. 
However, when it was determined to be a distortion of reality, dual or 
multiple categorizations were noted. Since contacts so frequently in-
volved more than one participant group, data on participants were ana,~ 
lyzed in two ways: the first employed the Mintzberg method, resulting in 
combined frequencies exceeding 100 percent; the second adjusted the de-
nominators for number of contacts and contact time so that combined 
frequencies totaled 100 percent. 
There were various problems related to the use of Mintzberg's 
(1973) structured-observation framework, but the reason for employing it 
nevertheless is explained well by Pitner (1978): 
The contributions of Mintzberg's research and the problematic 
aspects of his interpretations had to be weighed by this researcher. 
His framework was followed because it enabled the researcher to 
investigate what administrators do ana to ascertain the ordinary 
organization of the life of incumbents of the superintendency. 
(p. 78) 
The same comment could be made regarding the study of the 
assistant principa1ship. In addition, the use of the same approach 
as used by Pitner (1978) and Crowson and Porter-Gehrie (1980) allowed 
for a synthesis of comparable findings on three major posts in educa-
tional administration. 
Besides the problems with using the Mintzberg (1973) framework, 
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there also were problematic aspects to the nonparticipant observer role. 
First, it was sometimes not possible to actually observe and to record. 
A few times, the researcher was asked to leave before an activity com-
menced, such as meetings dealing with sensitive personnel matters. 
Occasionally, the researcher was not told of an early morning or evening 
event which the assistant principal attended. Sometimes mail was not 
recorded if it was inappropriate at the time for the researcher to sit by 
the assistant principal and a review of the correspondence for the obser-
vational records did not take place later. Several times, due to traffic 
problems, the researcher arrived after the assistant principal's workday 
began. Both assistant principal and researcher required personal breaks 
from their work, since the shadowing could span from early in the morning 
to late at night. Such breaks were often shared coffee breaks. At other 
times, the assistant principal and observer would separate for a short 
period of time. The researcher tried to be particularly sensitive to 
one assistant principal's expressed need for private time during the day. 
And there were also the "short, dense bursts" of activity Mintzberg (1973, 
p. 270) alluded to, when it became nearly impossible to capture all 
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pertinent information on paper. Once the researcher even found herself 
without an assistant principal for nearly an hour when three police cars 
converged and the assistant principal quickly jumped into one in order to 
identify alleged thieves. In such instances, information was sometimes 
lost; more frequently, as much as the assistant principal could remember 
from direct experience was recounted to the researcher. Certainly every 
effort was made to appropriately account for all workday activities, 
whether or not directly observed. 
Furthermore, it was at times difficult to maintain the non-
participant aspect of the nonparticipant observer role. Early in the 
series of assistant principal observations, an incident occurred which 
stressed to the researcher both the importance and the difficulty of not 
participating. A group of students on the school grounds were ap-
proached by the assistant principal for alleged possession and use of 
marijuana. While the assistant principal was speaking to one student, 
the researcher heard another indicate that he would be "busted" if 
searched. This information was conveyed to the assistant principal who, 
as a result, brought school district police into the case. This incident 
clearly indicated the ease with which a researcher can actually determine 
the direction of future activity. The assistant principal said, IIDonlt 
worry. That happens so many times. Weld do exactly that." But from 
that pOint on, every effort was made to separate the research role from 
the role of educator and, thus, colleague with the assistant principal. 
Efforts to achieve a balance between objectivity and rapport were 
required over and over. Assistant principals at times asked for 
critiques of their written products or advice for planning an event. A 
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secretary asked the researcher to explain some materials to an assistant 
principal who was occupied at the time. Assistant principals frequently 
requested that the researcher IItake a note,1I for example to remind them 
of upcoming meetings. A teacher asked the researcher what she should do 
with some students involved in an lI a1tercation ll while the assistant 
principal was on the telephone. In short, merely because an adult 
researcher is present, that person is rather naturally included in trans-
actions that are normal but potentially disruptive to the research role. 
It was necessary to rapidly analyze each request and determine how best 
to respond. 
Though there were problems in employing both the Mintzberg (1973) 
framework and the nonparticipant observer role, many potential problems 
simply never arose to the degree anticipated. Though observed inter-
actions often dealt with sensitive subjects, such as assault, divorce, 
student dropout, or district politics, rarely was the investigator asked 
to leave a situation or to refrain from taking notes or reminded to treat 
information as confidential. And though the researcher was frequently 
present without introduction, few participants inquired in any way about 
that presence. Finally, instead of finding assistant principals simply 
enduring study participation demands--of time and invasion of privacy--
there was a repeated positive attitude to research involvement. One 
assistant principal said, 111111 miss you tomorrow [no observation 
schedu1ed]lI; another, IIIt ls so nice to talk to someone wholll let you 
talk about the job. 1I A third assistant principal, concerned about the 
stereotypes of inner-city schools, stated, III wish what youlre seeing, 
other people could see. 1I 
CHAPTER IV 
PRESENTATION AND ANALYSIS OF DATA 
Introduction 
Twenty-five days of observation of the five urban high school 
assistant principals resulted in approximately 400 pages of handwritten 
notes--in the form of miscellaneous field notes, the three observation 
records, and verbatim notes of structured interviews. In addition, an 
equal amount of primary reference materials was collected, including 
such items as resumes, job descriptions, policy statements, teacher and 
student handbooks, sample forms, and school newspapers. Chapter IV ;s 
devoted to presentation and analysis of the interview and observation 
data. Specifically, this chapter commences with an extended analysis of 
the comparability of sample members to their counterparts before pro-
ceeding to interpretation of the data on the six research subproblems 
and e~s with a synthesis of the similarities of the workdays of assis-
tant principals, principals, and superintendents. 
The Sample of Assistant Principals 
This study's assistant principal sample can be compared to and 
contrasted with the samples for Austin and Brown's (1970) work. The 
youngest member of this study's sample vias 45, which is indicative of 
an older age group than those assistant principals shadowed by Austin 
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and Brown, who ranged from 34-58 years of age (p. 16) or those respond-
ing to Austin and Brown's normative questionnaire, who were 45 years of 
age or less in more than half of all cases (p. 29). This older age may 
be explained, however, by Austin and Brown's finding that urban assis-
tant principals serve a longer waiting period, often in a post between 
teaching and administration, than do their counterparts in rural or sub-
urban areas (pp. 54-55). All five of this study's assistant principals 
had served in an interim position, such as counselor, activities or 
athletics director, administrative assistant, or central office post. 
Austin and Brown determined that half of their normative study respon-
dents had served less than six years as assistant principals (p. 29). 
Four of the sample members for this study had been assistant principals 
for under six years also. 
All five west coast assistant principals held master's degrees, 
consistent with Austin and Brown's repeated finding that a very high 
proportion of assistant principals had completed master's degree programs 
(pp. 16, 29, 53). Finally, only one out of five of this study's sample 
was a female. Austin and Brown found that only 14 percent of their 
urban career study sample was female. In summary, the sample members 
seem to represent the demographic characteristics of their colleagues 
quite well. 
As previously mentioned in the literature chapter, the literature 
regarding the assistant principal can be grouped around a few major 
topics: the aS5istant principal's role and the tasks associated with 
the position, the level of job satisfaction of assistant principals, and 
the career aspirations of incumbents. In this section, responses to 
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the interview questions (complete interview schedule, Appendix B) focus-
ing on these topics are reported in order to determine the degree 
to which the thoughts of the study's sample members are congruent with 
the sentiments expressed in the body of literature on the assistant 
principalship. 
Role And Tasks 
Subject assistant principal s were asked, II~Jhat would you say if 
you were asked to describe the job of assistant principal to someone 
totally unfamiliar with the position?1I Responses that directly replied 
to the question generally fell into two kinds of descriptions: the 
generic and the specific. Illustrative of the former type of comment 
would be the phrase II various duties and responsibilities related to the 
management of the building" and the statements, lilt's primary purpose is 
to hel p the school to function in an efficient and satisfactory \'Iay"; 
liThe role is to carry out the functions of the organization and its poli-
cies." Three of the assistant principals went on to specify the related 
functions and tasks as planning, administering, decision making, communi-
cation, business aspects, public relations, staff relations, student body 
finances, discipline, assemblies, counseling, special education, teacher 
evaluation, plant maintenance and security, and athletics. In short, 
these assistant principals described their roles in very general terms 
but went on to specify numerous functions and task areas as responsibili-
ties. This broad, somewhat amorphous role description accompanied by the 
enumeration of an equally broad range of specific responsibilities 
parallels the notions of assistant principal role and tasks as revealed 
in the literature. 
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A question designed to further probe the general nature of the 
assistant principalship was also posed: "What kind of person do you 
think makes a good assistant principal?" Many of the replies were 
clearly related to the previous role and task descriptions. For example, 
a repeatedly stated qualification was that the assistant principal must 
care for, understand, and work well with people. Good assistant 
principals also, according to the majority of the sample, must be com-
petent in decision-making processes: making decisions and translating 
their own and others· decisions into appropriate action. Finally, a 
consistent view was that the assistant principal should have the ability 
to adapt and, additionally, to respond in ways that allow for stress 
level to be controlled. As one assistant principal stated, "Like a 
doctor, you can die with every patient." In responding to this second 
interview question, then, the group of assistant principals isolated 
decision-making and human relations--both having a direct relationship 
to their previous descriptions of the assistant principalship. The 
ability to be adaptive and flexible and to cope with tension would 
similarly appear to be necessary outgrowths of a position requiring many 
decisions and people-to-people interactions. 
Job Satisfaction 
The literature on the assistant principal frequently indicates 
concern with the relatively low level of job satisfaction experienced by 
assistant principals. Four of the interview questions were, as a result, 
directed toward this topic. First, interviewees were asked to delineate 
their own satisfactions and dissatisfactions as assistant principals. 
There was a marked consistency regarding the gratifications for the 
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assistant principal, substantiating the service orientation of the assis-
tant principal noted in the Austin and Brown career study (1970, p. 64). 
The following responses reveal the consistent orientation to not only 
serving others but also to perceiving success in the achievement of 
their altruistic goals: 
• Assistant Principal #1: "Seeing people growing, maturing, 
solving problems; seeing teachers seeing situation improve-
ment; seeing a kid smiling that hasn't before." 
• Assistant Principal #2: "Just to see the achievement of 
students. " 
• Assistant Principal #3: "I suppose the major satisfaction 
is when people do well and do what's expected of them." 
• Assistant Principal #4: "That you feel you are contributing 
something worthwhile to the community; ••• that you are 
assisting people to succeed in endeavors that they are inter-
ested in." 
• Assistant Principal #5: "The satisfactions are graduations: 
you see students who in freshman and sophomore years you 
worked like the devil to keep in school, and they graduate. 1I 
The dissatisfactions exposed by the assistant principals are some-
what more varied. One assistant principal catalogued job dissatisfac-
tions as lack of team effort, lack of growth, and the reactive nature 
of the work. He said, in fact, IIWe do lots of planning, but each 
day we are not in control.1I Another's dissatisfactions stemmed from 
problems with subordinates: staff division, teachers not following up 
on administrative directions, and teachers who are not really II members 
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of a full educational team. 1I For a third assistant principal, negative 
responses of teachers, students, and parents regarding decisions were 
a source of concern. He also highlighted a situation in which his life 
had been threatened by a student and the accompanying legal actions as 
a IIbummer.1I Constraints in the areas of money, staffing, and physical 
facilities were the particulars leading to job dissatisfaction for a 
fourth assistant principal. The fifth interviewee termed his source of 
job dissatisfaction as lithe misunderstanding that parents have of the 
responsibilities of the schools,1I focusing in particular on the "expec-
tations ••• that we have all the answers, and it's the school's fault when 
their son or daughter does not succeed." Though the foregoing comments 
describe a variety of causes for dissatisfaction, it may be that the 
diversity is not as great as an initial reading might indicate. Perhaps 
failure to attain success in service to others is the root of these num-
erous dissatisfactions. Attainment of altruistic ends is satisfying; 
conversely, obstacles to such service ends may lead to dissatisfaction. 
Since much of the literature indicated a rather strong belief that 
relations between principals and assistant principals were a deternlinant 
of degree of job satisfaction, sampl e member's were asked, "To what de-
gree and in what ways does the principal affect the assistant principal's 
level of job satisfaction?1I Respondents were unanimously in agreement: 
the principal has a tremendous impact on the assistant's morale. Assis-
tant principals viewed principal support as vital to job satisfaction. 
'Other elements specified as leading to increased job satisfaction were 
convergent philosophies of the two administrators; clear decision and 
directions from the direct superior; openness of the principal; and the 
principal's abilities in delegating, communicating constructive criti-
cism, and creating an atmosphere of team management. 
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Though the subject is not dealt with in the assistant principal 
literature, the investigator inquired as to the assistant principal IS 
prior expectations for the job, on the premise that a mismatch between 
expectations and reality might have been a reason for job dissatisfac-
tions. This did not appear to be the case, however, as all five respon-
dents indicated that the job was as they had expected it to be. The 
only factor for which one assistant principal had not felt fully pre-
pared was the intensity of the work. He said, "[The job is] exactly 
what I expected, but much more intense. 1I 
Career Pl ans 
The educational administration literature reveals a state of flux 
in the career plans of assistant principals as a group: many do not 
choose to remain in the assistant principalship, though there does appear 
to be some trend for small, but increasing numbers of assistant princi-
pals to do so. None of the sample's assistant principals definitely 
anticipated remaining in the assistant principalship. One is retiring, 
but may continue to contribute to the field of education by writing a 
geometry text that would be appropriate for teaching job-related skills 
to youngsters of low ability. The remaining four all mentioned the 
possibility of a principalship, though three do so rather tentatively. 
In alluding to the position of principal, one assistant principal said, 
"I can't get terribly excited about that." Another respondent stated, "I 
will not actively seek a principalship. If someone were to come to me 
and ask me to, I would more than likely respond. 1I He envisioned poten-
tial opportunities in real-estate development as a serious alternative 
career option. The fifth assistant principal took a somewhat similar 
stance: "Whatever comes up, 1111 make a decision then." 
sample members planned to actively seek a principalship. 
None of the 
Though the 
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sample is too small to allow generalization or prediction of career 
trends, their responses cast some doubt on whether the assistant princi-
pal is in the position because it is a "step on the way up" as the 
"assistant-to" position is in other fields (Whistler, pp. 200-201). 
After Austin and Brown (1970) studied the assistant pr;ncipalship, . 
they concluded that the assistant principal post may not provide appro-
priate preparation for the principa1ship (pp. 75-79). However, Austin 
(1972), in a reexamination of the previous assistant principal studies, 
communicated a significant amount of disagreement by practitioners 
regarding that assertion. The sample in this study revealed sentiments 
that range between these two views: one, that serving in the assistant 
principalship does not adequately prepare one for a principalship; and 
conversely, that prospective principals are appropriately trained by 
service as assistant principals. Assistant Principal #1 deemed the 
assistantls experiences appropriate "on many things, but absolutely not 
on others," specifically arguing that what hurts many modern leaders is 
lack of people skills which cannot be learned. Two assistant principals 
were in agreement that a prospective principal should serve as both an 
administrative and a curriculum vice-principal. The other two respon-
dents viewed training in the assistantls pOSition as fully qualifying 
a candidate for the principa1ship, one stating, "I could step into that 
position tomorrow and do a credible job." 
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Of final note regarding the typicality of the observational data, 
asistant principals were asked what the investigator did not see in the 
five days of observation. Individuals mentioned specifics such as games, 
faculty meetings, pre-observation or evaluation conferences with teach-
ers, breakfast meetings, fights, severe discipline problems, calls for 
security assistance, and medical emergencies. All of these were, however, 
part of the workdays of one or more of the other assistant principals. 
The only categories of events mentioned by individuals and ultimately 
not part of the twenty-five days of observation were: personnel 
deliberations, visits to boysl locker rooms or lavatories, student fore-
casting for courses and arena scheduling, social events like a faculty 
party or TGIF session, and planning for traditional spring events. 
The preceding presentation considered the degree to which the 
sampled assistant principals and observed workdays were representative. 
In the following six subsections, the results of the structured observa-
tions of the sampled assistant principal's workdays are presented and 
analyzed. When appropriate, the study data are also compared and con-
trasted to Mintzbergls data on five chief executives (1973). The first 
consideration is the activities to which an assistant principal IS day 
is devoted. 
The Activities of the Assistant 
Principal is Workday 
As described in the methodology chapter, an assistant principal IS 
activities were recorded as scheduled meetings, unscheduled meetinas, 
informational or observational tours, telephone calls, or desk work 
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(categories explained, Chapter III). Table IV presents the Chronology 
Record results of 25 days of observation of the five assistant principals 
(more complete analyses of individual assistant principal IS Chronology 
Records, Appendix C). 
As mentioned previously, nonmanagerial activities \'/ere not incl uded 
in the formal recording of Chronology, Communication, and Contact Records. 
For example, strictly social lunches and breaks or personal telephone 
conversations woul d appear on the Chronology Record as margi nal notes 
only. 
It should be noted al so that there is a discrepancy between "total 
hours worked" and the total of times devoted to each activity. The 
durations of all individual activities on the Chronology Records were 
added to yi el d "total hours worked. II However, in the case of simultan-
eous or interrupting activities, the same time period was counted only 
once (e.g., if a short telephone call interrupted a long meeting, only 
meeting time counted). On the other hand, later every activity was 
assigned its full duration of time (for example, the interrupting tele-
phone call time that was not counted in determining "total hours worked" 
was counted when "time on telephone" was established). Thus, the totals 
of "proportion of time" will sl ightly exceed 100 percent. 
In order to attempt to synthesize and interpret the data regarding 
the activities of the assistant principal, it is instructive to compare 
the proportion of time devoted to the five activities by the assistant 
principals and by Hintzbergls chief executives (1973, Table 10, pp. 
242-243) as is done in Table V. 
TABLE IV' 
ANALYSIS OF THE CHROrlOLOGY RECORD 
Hours, Mail , and Activities Total 
Category 
Total hours worked 
Hours of evening events 
(included) 
Hours in travel to outside events 
(not included) 
Total number of activities 
Total amount of mail 
Average amount of mail processed 
per day 
Number of sessions 
Time on desk work 
Average duration 
Proportion of time 
Number of calls 
Time on telephone 
Average duration 
Proportion of time 
Number of meetings 
Time in meetings 
Average duration 
Proportion of time 
Number of meetings 
Time in meetings 
Average duration 
Proportion of time 
Numbers of tours 
Time on tours 
Average duration 
Proportion of time 
Proportion of activities lasting 
less than 9 minutes 
Proportion lasting longer than 
60 minutes 
AP 1 
37 hr 
15 min 
2 hr 
50 min 
368 
126 
25 
30 
2 hr 
45 min 
6 min 
7% 
AP 2 
38 hr 
42 min 
7 hr 
1 hr 
45 min 
217 
66 
13 
Desk Work 
32 
5 hr 
56 min 
11 min 
15% 
AP 3 
28 hr 
26 min 
1 hr 
1 hr 
25 min 
272 
153 
31 
46 
5 hr 
28 min 
7 min 
19% 
Telephone Calls 
101 
4 hr 
1 min 
2 min 
11% 
48 
1 hr 
27 min 
2 min 
4% 
62 
2 hr 
2 min 
2 min 
7% 
Scheduled Meetings 
9 
4 hr 
46 min 
32 min 
13% 
18 
13 hr 
21 min 
45 min 
34% 
17 
7 hr 
32 min 
27 min 
26% 
Unscheduled Meetings 
158 
12 hr 
36 min 
5 min 
34% 
70 
17 hr 
31 min 
15 min 
47% 
70 
3 hr 
44 min 
3 min 
10% 
Tours 
49 
15 hr 
6 min 
18 min 
39% 
90 
7 hr 
15 min 
4 min 
25% 
48 
7 hr 
9 min 
25% 
Length of Activities 
78% 70% 83% 
1% 4% 1% 
AP 4 
27 hr 
11 min 
a hr 
1 hr 
8 min 
164 
50 
30 
33 
7 hr 
12 min 
13 min 
26% 
33 
1 hr 
11 min 
2 min 
4% 
14 
9 hr 
36 min 
41 min 
35% 
53 
5 hr 
7 min 
6 min 
19% 
31 
4 hr 
33 min 
9 min 
17% 
66% 
1% 
AP 5 
32 hr 
26 min 
o hr 
15 min 
259 
86 
17 
38 
5 hr 
53 min 
9 min 
18% 
28 
53 min 
2 min 
3% 
7 
4 hr 
7 min 
35 min 
13% 
109 
11 hr 
2 min 
6 min 
34% 
77 
11 hr 
53 min 
9 min 
37% 
71% 
1% 
Composite 
164 hr 
10 hr 
5 hr 
23 min 
1280 
581 
23 
179" 
27 hr 
14 min 
9 min 
17% 
272 
9 hr 
34 min 
2 min 
6% 
65 
39 hr 
22 min 
36 min 
24% 
489 
39 hr 
44 min 
5 min 
24% 
275 
56 hr 
3 min 
12 min 
34% 
75% 
1% 
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TABLE V 
COMPARISON OF PROPORTIONS OF TIME DEVOTED TO 
ACTIVITIES BY ASSISTANT PRINCIPALS AND 
MINTZBERGIS CHIEF EXECUTIVES 
Activity Assistant Principals 
Desk work 17% 
Telephone calls 6% 
SCheduled meetings 24% 
Unscheduled meetings 24% 
Tours 34% 
89 
Chief 
Executives 
22% 
6% 
59% 
10% 
3% 
The assistant principals and the chief executives are quite 
comparable in the proportion of time devoted to telephone conversations 
and to paper work. It is in the other three activities that marked dis-
crepancies exist. Through consideration of these differences, the 
specific and rather special nature of the activities of the assistant 
principal IS school day emerge. 
Mintzberg (1973) concluded, "The scheduled meeting consumes more 
of the managerls time than any other medium" (p. 52). Though one-fourth 
(24%) of the assistant principal IS day is spent in scheduled meetings, 
for the chief executive the proportion is nearly 60 percent (59%). If 
the assistant principal is not a formal meeting-goer to the extent that 
the chief executive is, then to what activities does the assistant 
principal devote the majority of time? Clearly the answer lies in the 
unscheduled meeting and tour categories. While only 10 percent of the 
chief executive time is spent in the hastily-arranged unscheduled meeting, 
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the assistant principal spends one-quarter (24%) of the day in short, 
unscheduled meetings--an equal amount of time to that of the more formal, 
lengthy scheduled meeting (30 minutes average duration as compared to 
five minutes). 
But even more dramatic is the difference in touring time. Mintz-
berg (1973) determined with chief executives that, liThe manager spends 
little of his time in open-ended touring" (p. 52). A mere three per-
cent of workday time is spent on tour. However, for the assistant prin-
cipal, more than a third (34%) of the workday is concentrated in the 
tour category, this being the highest activity mediuM of all for the 
assistant principal. Since, in the composite sample, the tour accounts 
for more time expenditure than any other activity, subjects' comments 
as recorded in field and interview notes were studied to determine 
the reasons for such an emphasis. Three of the assistant principals 
used precisely the same '1lord to explain the rationale for numerous 
observational tours--vi si bi 1 ity. In fact, one sa id, "That' s my m.o.--
visibility!" Numerous belief statements by assistant principals 
explain further the rather consistent reasons that such visibility is 
considered critical. Assistant principals felt the tour aids in the 
prevention of problems. As one person stated, "Calling kids by their 
names is a great preventive measure. II Another was in the halls in the 
mornings to "set the tone for the day"; and throughout the day, he 
repeatedly visited the same spots, places where problem situations had 
developed in the past: fires, smoking in restricted areas of campus, 
or drug dealing. 
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Though the tour is used little by the chief executives in Mintz-
berg's (1973) study, Crowson and Porter-Gehrie (1980) labeled one of the 
coping mechanisms employed by urban principals "maintaining a presence 
in the schoo1." Their description of this mechanism could equally as 
well apply to vice-principals: 
Principals also appear to cope with constraints upon their 
time by asserting their presence in the school through a 
series of quick, brief search routines. Both elementary 
and high school principals spot-check the hallways and 
corridors of their buildings during various passing periods 
of the day. During the lunch hour, many principals stay 
visibly within range of the school cafeteria and the 
school playground. Such contacts provide an opening for 
questions, comments, and special requests. 
Although seeming a time-consuming ~ather than time-saving 
activity, the search routine provides a chance for the 
principal to maintain a presence in the school and, 
through his or her patrolling behavior, anticipate and 
quell potential trouble. (p. 52) 
Anything can happen on a tour, whether observational or informa-
tional, and assistant principals know that. To illustrate, one assis-
tant principal said, when choosing to end a tour, "I don't want to look 
for any more troub1e. 1I To a great degree, this lIopen-ended touring ll 
(Mintzberg, 1973, p. 52) accounts for the fluidity of the assistant 
principal IS day. In fact, one assistant principal ~ade specific 
note of this very aspect of the \'Jorkday, saying, IIItls all so fluid. 1I 
An assistant principal sets out on a routine tour that may eventually 
lead to a series of other activities--meetings, telephone calls, and 
desk work. For example, on one tour an assistant principal encountered 
students with marijuana pipes. This incident led to numerous other 
contacts: several meetings with individual students to ascertain the 
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facts, one large meeting (with all students, another assistant princi-
pal, and a school district policeman) to communicate what future actions 
would be taken, and telephone calls to various parents to alert them to 
their children's conduct. 
Given that 58 percent of the assistant principal's time is given 
to unscheduled meetings or tours, the following quotation from Mintz-
berg's (1973) "propositions about managerial work characteristics" 
surely can be directly applied to the assistant principal: 
The manager gravitates to the more active elements of 
his work--the current, the non-routine •..• The pressure of 
the job does not encourage the development of a planner, but 
of an adaptive environment manipulator who lives in a 
stimulus-response environment and who favors live action. 
(pp. 51-52) 
The Duration of the Assistant Principal's Workday 
Though the Chronology Record (Table IV) indicates "total hours 
worked," further calculations were necessary in order to accurately por-
tray the daily hours worked by assistant principals, since the method 
used to cal cul ate "total hours worked" excl uded all non-managerial work. 
Non-business lunches, coffee breaks, personal telephone calls, and 
errands do consume parts of a manager's time, though these activities 
would not be classified as managerial work. In addition, simply because 
an investigator was present, a fairly substantial amount of each assis-
tant principal's time was devoted to researcher questions and to conver-
sations regarding the background of observed events. Thus, Table VI 
provides necessary additional information regarding the true length of 
the assistant principal's workday. 
TABLE VI 
DURATION OF THE WORK WEEK AND WORKDAY OF 
ASSISTANT PRINCIPALS 
AP 1 AP 2 AP 3 AP 4 AP 5 
Duration of work week 45 hr 48 hr 41 hr 39 hr 38 hr 
5 min 42 min 33 min 11 min 15 min 
Duration of average 9 hr 9 hr 8 hr 7 hr 7 hr 
workday 1 min 44 min 19 min 50 min 39 min 
Duration of average 39 min 26 min 55 min 47 min 35 min 
non-business lunch (included) 
Composite 
average 
42 hr 
33 min 
8 hr 
31 min 
41 !:lin 
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For this table, the duration of each assistant principal's work 
week was first calculated by ascertaining the total number of hours 
involved from the starting point of the first work activity of each day 
to the ending point of the last activity of the day. If an evening 
event a110\'led for the assistant principal to go home between day and 
evening activities, that free time was excluded. The total work week 
hours were then divided by five in order to determine the duration of 
the average workday. 
At first glance, it might appear that a comparison of the "total 
hours worked" (Table IV) and the average duration of the full work week 
(Table VI) indicates marked discrepancy; that, in fact, assistant prin-
cipals waste a fair amount of their work \'leek. As a result, it is 
important that the discrepancy be clarified. For the composite sample's 
25 observation days, "total hours worked" was 164, or approximately 33 
hours per week per assistant principal; the average full work week \:las 
approximately 42.5 hours, leaving a difference of 9.5 hours, or 114 
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minutes per day. However,' if an assistant principal each day took a 40 
minute lunch and two lS-minute coffee breaks, made a five-minute per-
sonal telephone call, spent five minutes in the restroom, and 34 minutes 
(approximately four minutes per hour, in an eight-hour day) in discus-
sion/explanation with the researcher, this accounted for all 114 minutes. 
During the observation time, subject assistant principal IS average 
workdays ranged from approximately 7.5 hours to nearly 10 hours in 
duration, with the composite sample averaging approximately 8.5 work 
hours per day. These results were consistent with interviewee descrip-
tions of their typical working hours including evenings and weekends. 
All five stated that the typical workday is approximately eight hours 
long. The work week, they explained, at times exceeded the normal 40 
hours because of various early morning, evening and weekend events, 
such as athletic contests, professional organization events, student 
activities, reading to keep current in the field, and meetings of 
parent groups. Not all respondents attempted to quantify the frequency 
of these additional events, but those that did estimated an average of 
one early morning' event per month, one to two nights per week, one to 
two Saturdays per month, and two Sundays per year. Since both the 
investigatorls observations and the comments of subjects indicated that 
work week was only slightly longer than the classic American forty-hour 
work week, it would appear that job dissatisfactions and stresses are 
likely not the result of excessively long hours. 
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The Pace of the Assistant Principal IS Workday 
Sampled assistant principals, when interviewed, were asked, II HO\,I 
might the pace of your job be described?" The adjectives employed by 
respondents--brisk, rapid, fast-moving--communicated a uniform view of 
the pace of the workday of the urban high school assistant principal. 
This consistent description parallels one of Mintzberg's (1973) manager-
ial work propositions: that, "[Activities] of the manager are character-
ized by brevity, variety, and fragmentation" (p. 51). 
One indication of the pace of a day is simultaneous and/or inter-
rupting activities. As noted previously, it was impossible to treat the 
time duration of some ~ctivities as discrete entities, as activities 
took place simultaneously. One assistant principal vividly captured 
th is aspect of the workday wi th the fo 11 o\,/i ng comment: "Sometimes the 
phone's ringing, parents are here, a teacher is standing in the door, 
and even the intercom's ringing." 
The characteristics of brevity and fragmentation are even more pro-
nounced with assistant principals than they are with chief executives, 
consistent with Mintzberg's (1973) contention regarding managers at 
lower levels in the hierarchy (p. 113). Table VII, which provides com-
parative data from the Chronology Records of assistant principals and 
Mintzberg's chief executives (1973, Table 10, pp. 242-243) isolates 
various indicators of both brevity and fragmentation. 
TABLE VII 
COMPARISON OF INDICATORS OF BREVITY/FRAGMENTATION IN THE 
WORKDAYS OF ASSISTANT PRINCIPALS AND MINTZBERG'S 
CHIEF EXECUTIVES 
Total number of activities 
Average Du ration 
Desk work 
Telephone calls 
Scheduled meetings 
Unscheduled meetings 
Tours 
Proportion of activities lasting 
less than 9 min. 
Proportion of activities lasting 
more than 60 min. 
Assistant 
Principals 
1280 
9 min 
2 min 
36 min 
5 min 
12 min 
75% 
1% 
Chief 
Executives 
547 
15 min. 
6 min 
68 min 
12 min 
11 min 
49% 
10% 
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Mintzberg's (1973) first proposition on managerial work character-
istics isolated the aspect of hectic pace of the manager's workday (p. 
51). Table VII indicates that any statement that can be made about the 
pace of the chief executive's day can be made in even stronger terms 
about the assistant principal IS daily pace. In twenty-five days of 
observation, chief executives were involved in 547 separate activities; 
that number was more than doubled (1280) for assistant principals. 
Logically, it would follow that the average duration of the five cate-
gories of activities would be shorter for assistant principals than for 
chief executives. The chief executives ' average desk work session was 
15 minutes long; for assistant principals, it was nine minutes. The mean 
durations of telephone calls were six and two minutes for chief executives 
and assistant principals, respectively. The chief executive's average 
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scheduled meeting was nearly twice the length of the assistant principal's 
(68 minutes and 36 minutes). The average unscheduled meeting lasted 
12 minutes for the chief executive, five for the assistant principal. 
Only for the tour was the average time devoted by the two managers very 
similar (11 minutes and 12 minutes). The final two indicators of the 
pace of the workday are the percentage figures for the short and long 
activities. Although less than half (49%) of the chief executive's acti-
vities lasted less than nine minutes; for the assistant principal, 75 per-
cent of all activities were less than nine minutes in duration. Only 
10 percent of the chief executive's activities ~'Iere 60 minutes or longer, 
but the proportion for assistant principals 'lIas a meager one percent. 
The assistant principal often moved from short event to short event at an 
almost unbelieveab1e pace. 
In addition to the data substantiating Mintzberg's (1973) premise 
of "brevity, variety, and fragmentation" (p. 51), certain assistant prin-
cipal's comments al so provide infonnation as to why r,1intzberg made the 
rather provocative statement that, "The manager actually appears to 
prefer brevity and interruption in his work" (p. 51). For example, one 
assistant principal commented, "Notice I always jump around [from one 
activity to another]. That's "/hat hooks me on these kinds of jobs. 
Anything else would be tame afterwards." Another stated, "I don't really 
know where the time goes. That's the part that's good about the job." 
Hm'lever, he went on to say, "That's also a source of frustration." 
Pitner (1978) took issue with Hintzberg's (1973) statement that, 
"The manager feels compelled to perform a greater quantity of work 
at an unrelenting pace" (p. 51). Pitner (1978) stated, "While superinten-
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dents are busy, the superintendent does not maintain an unyielding pace 
of activities. He experiences periods of intensity and variety as well 
as depressed cycles of activityll (p. 99). This statement could be accu-
rately applied to assistant principals as well. 
The two periods of the day in which the pace typically slowed down 
were during lunch and after the last class ended. Lunches, when at 
school, were relatively short (range: 26-55 minutes). However, the 
majority of assistant principals clearly stated that they attempted to 
make their lunch periods a time for relaxation. One said he prefers to go 
to lunch when teachers are not there, apparently to reduce the possibility 
of dealing with work-related matters during that time. Another said, 
III try to make lunch strictly social. 1I A third assistant principal 
stated his approach even more strongly: III donlt discuss business at 
1 unch. II 
At the end of the workday, there was often another opportunity for 
the pace to slow down markedly. This depressed period of activity was 
noted by three of the assistant principals. One assistant principal, at 
3:55 one afternoon, pointed out, IIThis is a quiet time of day, because 
no one l s here. II Another call ed a rather slo'tl-paced 1 ate afternoon 
IIcoasting,1I saying, lIyou deserve it when from eight to three you1re going 
constantly.1I The third vice-principal, who had an extended day because 
of a game he would be attending, said, IIWhat 11m really kind of doing is 
1 oafi n9 the rest of the day. II 
99 
The Assistant Principal's Horkday Interactions 
One of the major research questions, stated in three parts, was: 
With whom does an assistant principal interact? How? Why? Tables VIII, 
IX, and X provide the basic data for answering this three-part question 
by delineating various aspects of the Communication and Contact Records 
(more complete analyses of these records for each assistant principal, 
Appendixes D-F). 
TABLE VIII 
ANAL YS IS OF THE ~,cAIL RECORD: INPUT 
Category AP 1 AP 2 AP 3 AP 4 AP 5 Composite 
Number of pieces received 80 49 103 113 54 399 
Form of Input 
Note 10% 8% 6% 14% 7% 10% 
FOrni 44% 18% 35% 27% 43% 34% 
Memo 5% 8% 5% 12% 13% 9% 
Letter 6% 10% 1% 4% 0% 4% 
Paper 0% 0% 0% 1% 0% 0°' 70 
Report 23% 4% 1% n 2% 6% 
Brochure 0% 2% 0% 4% 2% 2% 
Book 0% 0% 0% 1% 0% 0% 
Handbook D% 2% 0% 1% 2% 1% 
Courtesy Copy 4% 2% 1% 7% 6% 4% 
Newsletter 0% 4% lot ,0 4% 2% 2% 
Periodical 4% 20% 0% 5% 9% 6°/ /0 
Clipping 0% 0% 0% 0% 0% 0% 
Carbon copy of letter, 5% 4% 44% 3% 2% 14% 
memo, form, or note 
Forwarded letter or memo 0% 10% 0% 2% 2% 2% 
Miscellaneous D% 6% 7% 13% 11% 8% 
Attention 
Glance 38% 33% 44% 26% 33% 35% 
Skim 41 ~& 14% 12% 30% 20% 24% 
Read 20% 53% 43% 43% 46% 40% 
Study 0% D% 1% lot ,0 DO/ /0 lot ,0 
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TABLE VIII (continued) 
Category AP 1 AP 2 AP 3 AP 4 AP 5 Composite 
Write 1% 0% 0% 0% 0% 0% 
Proof 0% 0% 1% 0% 0% 0% 
Sender 
External board 0% 10% 0% 0% 0% 1% 
Director 0% 0% 0% 0% 0% 0% 
District support 16% 6°/ 10 3% 11% 4°' /0 8% 
Superior 10% 14% 3% 9% 13% 9% 
Subordinate A 60% 41% 91% 51% 67% 64% 
Subordinate B 1% 0% 0% 0% 0% 0% 
Peer A 3% 0% 0% 4% 0% 2% 
Peer B 0% 0% 0% 2% 6% 1% 
Peer C 0% 0% 0% 0% 0% 0% 
Client 4% 10% 1% 3% 6% 4% 
Trade organization 3% 6% 2% 15% 0% 6% 
Supplier or associate 3% 8% 0% 5% 2% 3°' /0 
Publisher 0% 0% 0% 0% 0°' /0 0% 
Government 1% 4% 0% 0% 2% 1% 
Independent 0% 0% 0% 1% 2% 1% 
Purpose of Input Mail 
Ackno\oJ1 edgements 5% 2% 0% 6°/ /0 2% 3% 
Status requests 0% 8% 3% 3% 0% 3% 
Sol icitations 8% 10% 3% 14% 2% 8% 
Authority requests 38% 2% 24% 18% 9% 2m~ 
Total requests 51% 22% 30% 41% 13% 34% 
Reference data 35% 16% 57% 37% 48% 41% 
General reports 4% 6% 0% 1% 0% 2% 
Periodical news 4% 24% 1% 8% 11% 8% 
Events 0% 20% 2% 7% 0% 5% 
Reports on operations 0% 0% 0% 0% 0% 0% 
Advice on situations 0% 2% 0% 2% 0% 1% 
Problems and pressures 6% 8% 10% 0% 28% 9% 
Ideas 1% 0% 0% 4% 0% 1% 
Total infonnation 50~~ 76% 70% 59% 87% 66% 
Total miscellaneous 0% 2% 0°/ /0 0% 0% 0% 
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TABLE IX 
ANALYSIS OF THE ~~IL RECORD: OUTPUT 
Category AP 1 AP 2 AP 3 AP 4 AP 5 Composite 
Output Volume and Initiation 
Number reactions to inputs 18 9 31 25 12 95 
Number self-initiated 28 8 19 12 20 87 
Total output 46 17 50 37 32 182 
Output as percent of input 58% 35% 49% 33% 59% 46% 
Self-initiated as percent 61% 47% 38% 32% 63% 48% 
of output 
Form of Output Mail 
Note 9% 17% 6% 30% 9% 13% 
Fonn 48% 24% 66% 32% 78% 53% 
Memo 15% 29% 0% 5% 6% 9% 
Letter 13% 0% 24% 3% 3% 11% 
Paper 0% 0% 0% 0% 0°/ 0% /0 
Report 9% 0% 0°/ 0% 0% 2% /0 
Brochure 0% 0°/ 0% 0% 0% 0% /0 
Book 0% 0% 0% 0% 0% 0% 
Handbook 2% 12% 2% 0% 0% 2~6 
Courtesy copy 0% 6°/ /0 0% 0% 0% 1°1 /0 
Newsletter 0% 0°1 /0 0% 0% 0% 0% 
Periodi cal 0% 0% 0% 0% 0% 0% 
Clipping 0% 0% 0% 0% 0% 0% 
Carbon copy of letter, 4% 0% 0% 0% 0% 1 ~6 
memo, or note 
Forwarded items 0% 0% 0% 30% 0% 6% 
Miscellaneous 0% 12% 2% 0% 3% 2% 
Target of Output Mail 
External board 0% 12% 0% 0% 0% 1% 
Director 0% 0% 0% 0% OOl ,0 0% 
District support 7% 6% 0% 3% 0°/ /0 3% 
Superior 0% 18% 0% 5°1 /0 0% 3% 
Subordinate A 67% 47% 78% 92% 100% 79% 
Subordinate B 0% 24% 0% 0% 00/ /0 2% 
Peer A 7% 6% 0% 0% 0% 2°1 ,0 
Peer B 4% 0% 0% 0% 0% 1% 
Peer C 0% 0% 0% 0% 0% 0°1 /0 
Client 15% 0% 24% 0% 0% 10% 
Trade organization 0% 0% 0% 3°1 /0 0% 1% 
Supplier or associate 0% 0% 2% 3% 0°/ 1°1 /0 ,0 
Publisher 0% 0% 0% 0% 0% 0% 
Government 0% 0% 0% 0% 0% 0% 
Independent 2% 0% 0% 0% 0% 1% 
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TABLE IX (continued) 
Categor,l AP 1 AP 2 AP 3 AP 4 AP 5 ComQosite 
Purpose of Output Mail 
Acknowledge input 0% 0% 0% 0% 0% 0% 
Write to third party 0% 0% 0% 0% 0% 0% 
re: input, decision, or 
situation 
Reply to information received 4% 6% 20% 3% 9% 9% 
Forward information to subord. 13% 12% 0% 24% 6% 10% 
Reply to written request 7% 0% 26% 27% 6% 15% 
Forward request to subord. 2% 18% 0% 11% 13% 7% 
Acknowledge or reply to 2% 0% 2% 19% 0% 5% 
verbal contact 
Write report 0% 0% 0% 8% 0% 2~b 
Originate note, letter, memo 26% 35% 24% 8% 3% 19% 
Originate miscellaneous 46% 24% 28% 0% 63% 32% 
Forward to non-subordinate 0% 6% 0% 0% 0% 1% 
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TABLE X 
ANALYSIS OF THE CONTACT RECORD 
Category AP 1 AP 2 AP 3 AP 4 AP 5 Composite 
Contact Total s 
Total time in verbal 2334 
contact min 
Total number of verbal 338 
contacts 
2018 1429 
min min 
185 226 
1227 1675 
min min 
131 221 
Media: Percent of Contacts/Percent of Time 
8683 
min 
1101 
Telephone call s 
Scheduled meetings 
Unscheduled meetings 
Tours 
30%/10% 26%/4% 27%/9% 25%/6% 13%/3% 25%/7% 
3%/12% 10%/40% 8%/32% 11%/47% 3%/15% 6%/27% 
47%/32% 38%/11% 44%/30% 40%/25% 49%/40% 44%/27% 
21%/45% 26%/45% 21%/29% 24%/22% 35%/43% 25%/39% 
Size of: Scheduled r~eetings, Unscheduled r1eetings, Tours 
Percent with 2 people 58% 51 ~~ 71% 62% 50% 58% 
Percent with 3 people 16% 11% 12% 11% 23% 15~~ 
Percent with 4 people 4% 4% 5% 3°' 10 7% 5% 
Percent with more than 22% 34% 12% 23% 19% 22% 
4 people 
Participants: Adjusted Percent of Contacts/Adjusted Percent of Time 
External board 0%/0% 1%/3% 0%/0% 1%/4% 0%/0% 0%/1% 
Director 0%/0% 0%/0% 0%/0% 1%/4~~ 0%/0% 0%/0% 
District support 9%/10% 6%/5% 2%/2% 3%/6% 4%/9% 5%/7% 
Superior 4%/5% 5%/8% 6%/14~& 6%/6% 4%/7% 5%/8% 
Subordinate A 37%/30% 47%/29% 54%/36% 67%/44% 52%/38% 49%/34% 
Subordinate B 4%/3% 4%/1% 1%/1% 3%/0% 2%/5% 3%/2% 
Peer A 8%/10% 7%/13% 8%/13% 8%/6% 3%/7% 7~&/1 0% 
Peer B 0%/1% 1%/3% 0%/1% 1%/4% m~/4% 0%/3% 
Peer C 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 
Client 31~&/28% 20%/21% 23%/18% 9%/17% 34%/29% 26%/23% 
Trade organization 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 
Supplier or associate 1%/2% 2%/2% 3%/5% 1%/6% 0%/0% 2%/3% 
Publisher 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 
Government 2%/3% 1%/1% 1%/4% 0%/0% 0%/0% 1~~/2% 
Independent 3%/9% 5%/12% 2%/5% 1%/3% 1%/1% 3%/7% 
Form of Initiation: Percent of Total Contacts 
AP 58~b 54% 52% 50% 52% 54% 
Contact 40% 41 ~b 47% 49% 43% 43% 
r4u tua1 2% 3% 0% 1% 4°' 10 2% 
Clock 0% 3°/ I~ 0°/ 13 1°/ 10 1 0/ 10 1% 
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TABLE X (continued) 
Category AP 1 AP 2 AP 3 AP 4 AP 5 Composite 
Location: Percent of Contacts/Percent of Time 
Superior's office 1%/0% 2%/8% 3%/15% 0%/0% 1%/2% 1 ~~/5% 
Manager's office 59%/42% 52%/23% 73%/47% 57%/36% 67%/46% 62%/38% 
Peer's office 0%/0% 1%/1% 1%/1% 2%/3% 0%/0% 1%/1% 
Office of subordinate 18%/22% 29%/29% 15%/12~~ 37%/55% 22%/18% 22%/26% 
Hall, plant, or 28%/44% 25%/46% 10%/11% 7%/6% 16%/33% 19%/32% 
grounds 
Elsewhere in district 1%/2% 1%/6% 1%/4% 0%/0% 0~~/9% 1%/4~~ 
Conference or board 1%/4% 0%/0% 0%/0% 0%/0% 1 ~~/12% O~~/3% 
room 
Community 2%/10% 2%/14% 2%/15% 1%/7% 0%/0% 1%/9% 
Away from organization 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 
Purpose of Contact: Percent of Contacts/Percent of Time 
Scheduling 2%/1% 3%/1% 2%/1% 2%/1% 1%/0% 2%/1% 
Ceremony 0%/0% 1 ~~/9% 0%/0% 0%/0% 0%/0% 0%/2% 
External board work 1%/1% 3%/9% 0%/0% 1%/1% 0%/0% 1%/2% 
Total secondary 3%/2% 7%/19% 2%/1% 3%/2% 1%/0% 3%/5% 
Status requests and 2%/1% 6%/1% 6%/2% 1%/0% 0%/0% 3%/1% 
sol icitations 
Action requests 3%/1% 2%/1% 3%/1% 4%/0% 6%/1% 3%/1% 
Manager requests 9%/2% 11%/2% 14%/4% 8%/2% 1%/0% 9%/2% 
Total requests and 4%/4% 19%/4% 23%/7% 13%/2% 7%/1% 15%/4% 
solicitations 
Information exchange 9%/10% 5%/2% 11%/12% 11%/17% 8%/12% 9%/10% 
Observational and 20%/45% 26%/45% 21%/29% 24%/22% 35%/43% 25%/39% 
informational tours 
Receiving information 19%/12% 18%/3% 20~~/11 % 25%/34% 19%/6% 20%/12% 
Giving information 20%/8% 18%/10% 13%/10% 23%/12% 16%/8% 18%/9% 
Review 1%/5% 4%/11% 1%/11% 1%/4% 2%/13% 2%/9% 
Total informational 69%/80% 71%/71% 66%/73% 84%/89% 80~~/82% 4%/79% 
Strategy 3%/3% 1%/3% 2%/8% 3%/6% 0%/1% 2%/4% 
Negotiation 0%/3% 1~~/1% 0%/0% 1%/4% 0%/1 ?~ 0%/1% 
Total decision- 3%/6% 2%/4% 2%/8% 4%/10% 0%/2% 2%/5% 
making 
Counseling 3%/6% 0%/0% 2%/3% 0%/0% 2%/5% 2%/3% 
Counseling/Discipline 1%/3% 1%/0% 4%/5% 0%/0% 10%/10% 3%/4% 
Discipline 7%/7% 0%/0% 1%/3% 0%/0% 2%/1% 3%/3% 
Total Counseling/ 11%/16% 1%/0% 7%/11% 0%/0% 14%/16% 8%/10% 
Discipline 
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Participants In Interactions 
The composite figures of the sender, target, and participant ele-
ments of these tables directly address the first aspect of the research 
subproblem--with whom an assistant principal interacts. Table XI 
isolates and combines those three categories from the three more compre-
hensive tables. The participant categories were the most difficult to 
analyze, because contacts frequently involved more than one participant 
group. The data analysis was further complicated by the fact that the 
possible combinations were so numerous that analyzing combined categories 
did not seem feasible. Therefore, the researcher calculated two percent-
ages for participant "percent of contacts" and "percent of time." The 
method employed by Mintzberg (1973) was used to ascertain these percent-
ages for each assistant principal's Contact Record (Appendix F). Under 
this method, the number of contacts an assistant principal had with each 
participant group was tallied and divided by the total number of verbal 
contacts. In a like manner, the total amount of time with each partici-
pant group was totaled and divided by total time in verbal contacts. 
Since more than one participant group could be involved in a single con-
tact, both the total "percent of contacts" and "percent of time" figures 
exceeded 100 percent. Therefore, adjusted percentages were also calcu-
lated. Under this second system, the total percentage figures equaled 
100 percent. This was achieved by changing denominators: from number 
of contacts to number of participant groups in contacts; from amount of 
time in verbal contacts to a figure reflecting compounded time (e.g., if 
three participant groups were involved in a three-minute contact, each 
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participant group was assigned three minutes). The "adjusted contact" 
and "adjusted time" percentages were used for the composite table 
(Table X). 
TABLE XI 
THE ASSISTANT PRINCIPAL'S INTERACTIONS: SENDER/TARGET 
OF WRITTEN COMr·1UNICATIONS AND PARTICIPANTS 
IN VERBAL CONTACTS 
Verbal Contact 
ParticiEants 
Mail Ma i1 Adjusted Adjusted 
Participant Senders Targets Contacts Time 
External board 1% 1% 0% 101 10 
Director 0% 0% 0% 0% 
Di strict support 8% 3% 5% 7% 
Superior 9% 3% 5% 8% 
Subordinate A 64% 79% 49% 34% 
Subordinate B 0% 2% 3% 2% 
Peer A 2% 2% 7% 10% 
Peer B 1% 1% 0% 3% 
Peer C 0% 0°' /0 0% 0% 
Client 4% 10% 26% 23% 
Trade organization 6% P' 10 0% 0% 
Supplier or 
associate 3% 1% 2% 3% 
Publisher 0% 0% 0°1 7~ 0% 
Government 1% 0% 1°' 10 2% 
Independent 1% 1% 3% 7% 
Mi ntzberg (1973) stated, "Subordinates generally consume one-third 
to one-half of the manager's contact time" (p. 53). Like the chief 
executives, the assistant principals were consistently involved with 
subordinates. The assistant principal's subordinates within the high 
school (subordinate A) sent 64 percent of the incoming mail, were the 
targets of 79 percent of the outgoing correspondence, and were involved 
in nearly half (49%) of the assistant principal's verbal contacts and 
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one-third (34%) of contact time. The client group, consisting of stu-
dents and students' family members, ranks second overall as a category of 
people with whom an assistant principal frequently communicated; however, 
the results are not as consistent across mail and verbal contact categor-
ies. Clients sent and received four percent and 10 percent respectively 
of the assistant principal's mail, but were involved in 26 percent of the 
assistant principal's total contacts to which 23 percent of verbal con-
tact time was devoted. Since so much of the assistant principal's 
communication focused on clients and subordinates, all other sender, 
target, and participant contacts categories naturally account for markedly 
less mail and verbal contacts. The assistant principals were clearly 
involved with their organizational subordinates and the young people 
and adults the organization is designed to serve. 
Mintzberg (1973) determined, in his study of executives, that, 
"The manager may be likened to the neck of an hourglass, standing between 
his own organization and a network of outside contacts, linking them in 
a variety of \'1ays" (p. 52). He said, in fact, "External contacts gener-
ally consu~e one-third to one-half of the manager's contact time" (p. 52). 
Table XII details the division of the assistant principal's external and 
internal contacts, in terms of proportions of contact time. The assis-
tant principal did spend approximately one-third (36%) of verbal contact 
time with people external to the organization. The following sample con-
tacts illustrate the variety of interactions which assistant principals 
had with people external to the organization. One assistant principal 
went to a morning Rotary board meeting (external board). Another conduct-
ed a special education staff meeting at which a student and her parents 
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were present (client). A vice-principal telephoned a local university 
professor to request her assistance with conference planning (supplier or 
associate). A breakfast meeting attended by a third assistant principal 
was held to discuss local teenage "cruising ll and loitering problems; one 
of the meeting participants was a city commissioner (government). At 
various athletic contests, assistants conversed with alumni and faculty 
spouses (independent). 
TABLE XII 
THE ASSISTANT PRINCIPAL'S CONTACT TIME WITH 
PARTICIPANTS EXTERNAL TO AND INTERNAL 
Contacts 
External Board 
Client 
Supplier or associate 
Government 
Independent 
Sub Total 
District support personnel 
Superior 
Subordinate A 
Subordinate B 
Peer A 
Peer B 
Sub Total 
TO THE ORGANIZATION 
External 
Internal 
Adjusted Contact Time (%) 
1 
23 
3 
2 
7 
36 
7 
8 
34 
2 
10 
3 
~ 
In a like manner, 36 percent of the assistant principals total 
-
verbal contact time involved participants from outside the school dis-
trict, however, the majority of time (64%) was spent with internal per-
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sonne1: clerical, professional, support, and administrative. It should 
be noted also that under the Mintzberg system of participant categoriza-
tion, students are classified as clients and, thus, external to the for-
mal organization, although they are clearly an irreplaceable element in 
a school's daily operations. The highest proportion of external contact 
time (23 percent devoted to student and parent clients) indicates that 
even when verbal contact time is spent with persons external to the dis-
trict, the distance from the organization is not very great. 
Mintzberg (1973) concluded that, ~The manager spends relatively 
little time with his superior ••• general1y on the order of 10 percent~ 
(p. 53). The results for the assistant principal are rather parallel. 
Though the composite of assistant principals spent a great deal of 
time with personnel internal to the district, little of this time 
(8%) was spent with superiors. The superior category also accounts for 
only nine percent of input mail, three percent of output mail, and five 
percent of total contacts. The interactions with the principal are, in 
fact, even more limited than these percentages indicate, as the superior 
categorization also includes communications with area and central office 
superiors. Given the minimal written communications, contacts and time 
directly communicating with superiors, there is reason to question 
whether principals and their assistants exhibit the bonds of personal 
intimacy found between other ~assi stants-to" and thei r superi ors 
(Whistler, 1960). Principals and assistant principals may have divided 
ad~inistrative r~sponsibilities to such an extent that frequent intera-
actions do n0t or cannot occur. Except for interaction in the infrequent 
formal meetings--administrative staff meetings, faculty meetings, hear-
ings--the communications between principal and assistant appeared to 
depend on chance. They happened to arrive in the lunch room at the same 
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time or encountered one another while on tour. As a result, it is 
questionable that a warm personal relationship results as it does between 
superiors and assistants who are more frequently together. 
Only three sender, target, participant categories revealed no 
assistant principal involvement, those categories being director, peer C 
(outside the oY'ganization), and publisher; and it would be more realis-
tic to assume that these percentage figures were more a product of the 
restricted observ~tion time than they are a reflection of a year's con-
tacts. In fact, assistant principals spoke as if they were quite know-
ledgeable about individual school board members and about the board's 
evolution over recent years; also, most sample members were active in 
state and national professional organizations, whose memberships would 
include peers outside of the district. 
Although communications are heaviest in the client and subordinate 
categories, the assistant principal, then, does communicate at least to 
some small degree with a number of audiences, many specifically named by 
interviewees--students, community people, teachers, coaches, court workers, 
parents, business-people, and other administrators. Fairly frequently, in 
fact, dual or multiple audiences were involved in a single activity, as 
mentioned previously and illustrated in Table XIII. A single contact--a 
scheduled meeting attended by Assistant Principal #5--illustrates the 
phenomenon of multiple participant groups involved in a contact. The 
meeting was held at the central office and was for the purpose of review-
ing various elements of the district's counseling program. Participants 
included other high school assistant principals (Peer B); teachers from 
other schools (Subordinate B); district staff in counseling, bilingual/ 
English-as-a-second-Language, and counseling programs (district support). 
Activity 
TABLE XIII 
NUMBERS OF PARTICIPANT GROUPS INVOLVED IN THE 
ASSISTANT PRINCIPAL'S SCHEDULED MEETINGS, 
UNSCHEDULED MEETINGS, AND TOURS 
Number of Participant Groups 
1 2 3 4 5 
Scheduled meetings 47% 26% 18% 6% 1% 
Unscheduled meetings 88% 10% 1% 1% 0% 
Tours 42% 35% 15% 4% 4% 
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6 
1% 
0% 
0% 
Perhaps for the investigator attempting to record the activities of 
assistant principals, the most striking aspect of the communications was 
the number of people with whom an assistant interacts daily. For each 
verbal contact, the investigator recorded the number of participants. 
Table XIV indicates the total number of participants involved in all the 
contacts of each assistant principal's five observed workdays. Those 
numbers naturally include some people who are counted more than once. 
However, the figures--ranging from 530 people to 1438 people in an 
assistant principal's five days of observation--do provide some tentative 
indication of the large number of people with \'/hom an assistant princi-
pal was involved. Using the figure for the composite of assistant prin-
cipals, the average assistant principal interacted with 929 people per 
work week (or 186 people per day). These data illuminate the extent to 
which work is verbal and people-oriented. 
TABLE XIV 
TOTAL NUMBERS OF PARTICIPANTS INVOLVED 
IN THE ASSISTANT PRINCIPAL'S 
VERBAL CONTACTS 
Category 
Total Number of 
Participants 
AP 1 AP 2 
(5 days of observation) 1373 1438 
Means of Interactions 
AP 3 AP 4 
627 530 
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AP 5 Composite 
675 4643 
The second focus of the research subproblem regarding the assist-
ant principal's interactions was means: how does the assistant principal 
com~unicate? Mintzberg (1973) described the chief executives' methods 
of communication as follows: 
Verbal and written contacts are the manager's work and his 
prime tools are five media--mail (documented), telephone (purely 
verbal), unscheduled meetings (informal face-to-face), scheduled 
meetings (formal face-to-face), and tour (observational). The 
manager clearly favors the three verbal media, spending most of 
his time in verbal contact. (p. 52) 
As previously detailed in the Chronology Record analysis, the 
assistant principals' time was apportioned as follows: desk work, 17 
percent; telephone calls, six percent; scheduled and unscheduled meet-
ings, 24 percent each; and tours, 34 percent. Thus, the majority (54%) 
of the assistant principal's work time vias al so devoted to the three ver-. 
bal media--scheduled and unscheduled meetings and telephone calls. The 
dominance of verbal media is reemphasized by an analysis of the assis-
tant principals' Contact Records. Twenty-five percent of the contacts 
were telephone calls; six percent were scheduled meetings; and forty-four 
percent, unscheduled meetings. As a result, a total of 75 percent of all 
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contacts employed verbal media. In addition, tours, which involved 
another 34 percent of the assistant principal's time, cannot be viewed as 
strictly observational. The assistant principals, while touring, 
encountered and verbally communicated with many individuals, as Table XV 
documents. In fact, as this table indicates, on 22 percent of the tours, 
the assistant principal interacted with in excess of 10 people per tour. 
To illustrate, on one eight minute tour of the student cafeteria, halls, 
classrooms, and grounds, Assistant Principal #2 conversed with 12 stu-
dents, an aide, and the school's Activities Director. Table XV also 
reveals the emphasis on dyadic interactions. With the exception of the 
tour, the assistant principals' verbal communications cluster in the two-
person category. 
Activity 2 
Scheduled 
meetings 39% 
Unscheduled 
meetings 82% 
Tours 22% 
All three 
combined 53% 
TABLE XV 
SIZE OF THE ASSISTANT PRINCIPAL'S 
MEETINGS AND TOURS 
Number of Peoele 
3 4-10 11-20 21-30 31-40 
10% 30% 8% 3% 3°' 10 
13% 4% 0% 0% 0% 
20% 36% 14% 4% 2% 
15% 17% 6% 2% 1% 
Involved 
41-50 50+ Total 
0% 7% 100% 
0% 0% 99% 
1% 1% 100% 
0% 1% 100% 
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The remaining activity category--desk work--deserves special 
attention. Though desk work accounted for only 17 percent of the assis-
tant principal's time, an analysis of the mail does reveal additional 
information regarding how the assistant principal communicated. Rela-
tive to chief executives' mail processing, Mintzberg (1973) concluded, 
"Ma;l receives cursory treatment, a1 though it must be processed regul arly" 
(p. 52) and, liThe manager generates much less mail than he receives" (p. 
52). 
The former statement needs to be modified in order to accurately 
reflect the assistant principal's treatment of mail. Individual assis-
tant principals did use between three and 11 daily desk sessions to 
regularly review and initiate correpondence. One assistant principal 
al1uded, to the persistent need to deal with the mail , saying, "A con-
stant job of every administrator is getting rid of paper.1I Also, the 
majority (59%) of input was given minimal attention, as Table VIII docu-
mented: 35 percent was simply given a glance; 24 percent was skimmed. 
However, another 40 percent was read at a normal pace, indicating that a 
substantial portion of correspondence is given more than the "cursory 
treatment" ~lintzberg described (p. 52). Consis,tent with r~intzberg's 
chief executives, more mail is received than is initiated, as indicated 
by Table XVI, in which various elements of the mail records of assistant 
principals are drawn together. Compiling the results of 25 days of 
observation for the composite sample, the "output as percent of input ll 
figure is less than one-half (46%). This may be due, in part, to the 
highest proportion (41%) of input mail being reference data, such as a 
set of minutes, which necessitated review and filing but not a written 
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response. Regardless of the reasons for more receipt than initiation of 
mail, it is clear that assistant principals were more often communicated 
with than communicating when the written word was the basis for inter-
action. 
TABLE XVI 
THE ASSISTANT PRINCIPAL'S MAIL: 
RECEIPT AND INITIATION 
AP 1 AP 2 AP 3 AP 4 AP 5 Composite 
Number of pieces 
received 80 49 103 113 54 399 
Total output 46 17 50 37 32 182 
Number of 18 9 31 25 12 95 
reactions to inputs 
Number se1f- 28 8 19 12 20 87 
initiated 
Output as percent 
of input 58% 35% 49% 33% 59% 46% 
r~any people would contend that forms, forms, and more forms are a 
symbol of modern bureaucratic institutions. The urban district is 
certainly not an exception to this observation if the mail of urban 
assistant principals is indicative of the district's total correspon-
dence. Many forms are directed to the assistant principals, and assis-
tant principals send out numerous forms. There were purchase order forms, 
forms for daily bulletin notices, forms to admit late students to their 
classes, referral forms for describing student misbehavior, forms to 
request check authorizations or the scheduling of events on the build-
ing calendar or student transfers to another high school building. In 
fact, the highest proportion of both mail input (34%) and mail output 
(53%) was by some type of form. 
Purpose of Interactions 
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The final consideration relative to the communications of assis-
tant principals is what Mintzberg (1973) termed purpose. Why do the 
vice-principal's interactions take place? Assistant principals gave 
nume"rous Teasons for their interactions, of which the following are 
illustrative: 
"Basically they all want something." 
"~~herever there are problems, the administrative V.P. is inter-
acting." 
"If I had to sum it all up, my interactions are to keep school 
going in the best possible way. II 
U[Interactions are for making] ••. decisions." 
"[Interactions are] in regard to student perf':. inance and 
conduct. II 
- II[The assistant principal interacts with people] wishing to sell 
you something, wishing to promote a cause, assisting you with 
some decisions. 1I 
The results of the investigator's actual observations of desk work 
and verbal contacts, and the resulting mail and contact purpose categor-
izations, are presented in Tables XVII and XVIII. 
TABLE XVII 
PURPOSES FOR THE ASSISTANT PRINCIPAL'S 
WRITTEN CO~1f·1UNICATIONS 
Purpose 
Total requests 
Acknowledgments 
Status requests 
Solicitations 
Authority requests 
Total informational 
Reference data 
General reports 
Periodical news 
Events 
Reports on operations 
Advice on situations 
Problems and pressures 
Ideas 
Input r~a i1 
Output Mail 
Percent 
34 
3 
3 
8 
20 
66 
41 
2 
8 
5 
1 
1 
9 
1 
Acknowledge input 0 
Write to third party 0 
Reply to information received 9 
Forward information to subordinate 10 
Reply to written request 15 
Forward request to subordinate 7 
Acknowledge or reply to verbal contact 5 
\~r;te report 2 
Originate note, letter, or memo 19 
Originate miscellaneous 32 
Forward to non-subordinate 1 
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TABLE XVI II 
PURPOSES FOR THE ASSISTANT PRINCIPAL'S 
VERBAL CONTACTS 
Adjusted Adjusted 
Purpose Contact Percent Time Percent 
Scheduling 
Ceremony 
External board work 
Secondary 
2 
o 
1 
Requests and Solicitations 
Status requests and solicitations 
Action requests 
3 
3 
9 Manager requests 
Informational Contacts 
Information exchange 
Observational and informational tours 
Receiving information 
9 
25 
20 
18 Giving information 
Review 
Strategy 
Negotiation 
Counseling 
Discipline 
Counseling/Discipline 
Dec is i on-Ma \{i ng 
2 
2 
o 
Counseling/Discipline 
2 
3 
3 
1 
2 
2 
1 
1 
2 
10 
39 
12 
9 
9 
4 
1 
3 
3 
4 
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Data indicate that the assistant principal's input mail is predomi-
nately (66%) informational, with the highest proportion (41%) of all mail 
being simply reference data. The remaining 34 percent of the mail re-
ceived by the assistant principals is classified into various types of 
requests with the second highest input mail category the 20 percent 
categorized specifically as authority reguests. 
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As for mail output, more than half (51%) is accounted for by a 
combination of pieces of mail originated by the assistant principal. The 
vice-principals initiated notes, letters, and memos (32 percent of total 
mail output); another 19 percent was miscellaneous pieces of output--
often forms. The only other output category exceeding 10 percent is 
that of replies to the written requests (15%). 
The assistant principa1·s verbal contacts were for participation 
in ceremonial occasions, scheduling events, responding to and initiat-
ing requests, developing strategy, and disciplining students. However, 
of the major categorizations--tota1 secondary, total requests and solic-
itations, total informational, and total counseling/discipline, again by 
far the highest proportions are in the informational category. Seventy-
four percent of the assistant principal·s contacts were for informational 
purposes, with 79 percent of contact time having been spent on informa-
tional interactions. Of further note, all individual purpose categories 
yielding 10 percent or more are subsumed by the total informational 
classification. Assistant principals can legitimately be viewed as 
information processors. For example, they focused nine percent of 
contact time to the exchange of information, nine percent of verbal time 
to giving information. In addition, contacts for the purpose of receiv-
ing information accounted for 12 percent of the assistant principal·s 
contact time. Finally, the highest proportion of both contacts (25%) 
and contact time (39%) was for the observational and informational tours 
which were so frequently a part of the assistant principal·s workday. 
Again, this activity is found under the total informational purpose. 
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This emphasis on information processing, found in both mail and 
contact purpose categorizations, is consistent with the management empha-
sis on information transmission noted by Whistler (1960), Mintzberg 
(1973), and Pitner (1978). In this respect, the assistant principal is 
very much like the "ass istant-to" studied by Whistler and described as 
"an extremely useful channel of information" (p. 208). They give, re-
ceive, review, and exchange information; they tour to gather and to 
deliver information. Though the literature indicates that assistant 
principals are often assigned pupil personnel tasks, particularly as re-
lated to student discipline, the observational data on this point needs 
exploration. Only eight percent of the composite assistant principals' 
contacts and 10 percent of contact time were devoted to counseling and/or 
discipline. This picture does not differ markedly even when the contacts 
of the three disCiplinary vice-principals are isolated: total counsel-
ing/discipline contacts ranged from seven to 11 percent; their contact 
time for this purpose from 11 to 16 percent. This does not mean that 
these are the only contacts that involved discipline or counseling top-
ics. Many of the contacts classified as informational dealt with matters 
related to student conduct. For example, one information exchange 
contact was a discussion of a student behavior card and a discipline 
policy statement. One assistant principal took an after-school observa-
tional tour, specifically because Eng1ish-as-a-Second-Language teachers 
had alerted him to incidents of harrassment of Asian students. A 
contact categorized as informational tour was to gather further informa-
tion regarding a student's purchase of an item on which the price tag was 
far under the local department store's normal sale price. When an 
Ad~inistrative Assistant told an assistant principal about various 
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"skippers," this was classed as receiving infonnation. When an assistant 
principal called a mother to tell her that her child was on probation 
and would be suspended for repeated nonattendance, that administrator 
was giving infonnation. Finally, an assistant principal and a social 
worker meeting on an extensive case load of students conducted a review 
session. Though the content of such infonnationa1 contacts often cen-
tered on negative aspects of teenagers' behaviors and could, as a result, 
be debilitating to the assistant principal, the point is that ~ minimal 
amount of the assistant principa1's time was found to be for the direct 
purpose of disciplining young people. Instead,the assistant principal 
was primarily dealing with information transmission. In the same way 
that other managers' infonnationa1 contacts might concern marketing, 
research, or financial planning topics, the assistant principals' often 
concerned student conduct. Though the topics may change, the underlying 
and general purpose--infonnation processing--is the same. 
For the most part, the marked differences that exist between the 
purpose results for assistant principals and those derived from r~intz­
bergs's (1973) study of chief executives appear to be attributable to 
the differences in status and authority between a chief executive and 
an assistant principal. Tables XIX and XX display the mail and contact 
categories which differ more than 10 percentage points for assistant 
principals and chief executives (Mintzberg, 1973, Tables 11-13, pp. 244-
245, p. 251). 
TABLE XIX 
DISCREPANT PROPORTIONS* IN THE COMPARISON OF THE MAIL 
PURPOSE CATEGORIES FOR ASSISTANT PRINCIPALS AND 
MINTZBERG'S CHIEF EXECUTIVES 
Assistant Chief 
Purpose PI"incipa1 s Executives 
Input ~~a i 1 
Authority requests 20% 5% 
Reference data 41% 14% 
Reports on operations 1% 18% 
Output Ma i1 
Acknowledge input 0% 12% 
Forward information to subordinates 10% 23% 
Reply to written request 15% 33% 
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*Categories for which more than a 10 percentage point difference exists. 
Purpose 
TABLE XX 
DISCREPANT PROPORTIONS* IN THE COMPARISON 
OF THE CONTACT PURPOSE CATEGORIES FOR 
ASSISTANT PRINCIPALS AND ~UNTZBERG'S 
CHIEF EXECUTIVES 
Contact 
Assistant 
Principals 
Contact %/Time % 
Scheduling 
Ceremony 
Action requests 
2%/1% 
0%/2% 
3%/1% 
Observational and informational tours 25%/39% 
Chief 
Executives 
Contact %/Time % 
15%/3% 
6%/12% 
17%/12% 
2%/1% 
*Categories for which more than 10 percentage point difference exists. 
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Discussion of several purpose categories illustrates the rationale 
for the speculation that differences in purpose results between chief 
executives and assistant principals may be due to job differences. 
Since the chief executive is titular head of an organization, perhaps it 
is only logical that this official would be involved in more ceremonial 
events, would receive both more requests for and reports on various 
actions, and would be more apt to forward correspondence to one of many 
subordinates. On the other hand, it may well be that the assistant prin-
cipal is less insulated from trivia than is the chief executive, leading 
to the assistant principal's personal receipt of a high proportion of 
reference materials, often of rather minimal significance. The one cate-
gory of discrepancy that is somewhat enigmatic is that of mail input 
authority requests. The chief executive wields the greatest line 
authority in the organization; the assistant principal exercises much 
less authority. It is not evident, then, why the assistant principal 
would receive a higher proportion of written authority requests than the 
chief administrator. It may be that as volume differs so does the 
nature of the content of correspondence. While the assistant principal 
may be asked to authorize a $200 expenditure, the chief executive would 
likely be protected from such numerous and relatively minor decisions but 
would more likely be approached when the expense was $20,000. 
Initiation and Reaction in the 
Assistant Principal is Workday 
Much of the recent literature on managerial work contains a rather 
pessimistic view of the manager, whereby management exercises much less 
control over events than might be assumed. Stewart (1979) stated, 
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IIManagers can get through the day very busily without an explicit agenda, 
reacting to the people and problems that present themselves. The momen-
tum of the job carries them alongll (p. 38). Davis and Luthans (1980) 
made a similar observation: liThe real, live manager operates in a \vorld 
of distractions and disruptions produced by unexpected visits from 
coworkers, urgent phone calls, inflowing paperwork, and unscheduled 
meetings ll (p. 67). 
Observers of school administrators at work have reached similar 
conclusions. Wolcott (1973) determined that the principal was capable of 
exercising little leadership because of constraints such as policy from 
superiors, organization by professional subordinates, and the consistent 
need to compromise (Chap. 11). Austin and Brown (1970) observed that, 
liThe activities of the assistant principal are to a considerable extent, 
unpredictable from day to day •.. Forecasting what the assistant princi-
pal will be involved in during the next hour or the next day is in the 
same class as forecasting the weather ll (p. 9). 
Mintzberg (1973), however, took a somewhat more moderate view: 
The manager's job reflects a blend of duties and rights. 
Although superficial study of managers' activities suggests 
that they often control little of what they do, closer analysis 
suggests that the manager can exert self-control in two impor-
tant ways. The manager is responsible for many initial commit-
ments, \'1hich then lock him into a set of ongoing activities; 
and the manager can take advantage of his obligations byextrac-
ting information, by exercising leadership, and in many other 
ways. (p. 53) 
Although Davis and Luthans commented, IIAnother interesting find-
ing that has recently emerged is that managers tend to overestimate 
the control they have over what they doll (1980, p. 66), this did not 
hold true for subject assistant principals. Their comments reflect a 
strong belief that their jobs are essentially reactive: 
- "God, I try to be proactive, and some things 1 ike [a new 
discipline intervention program] are. Much too much of my 
energy goes out reacting." 
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- liOn a percentage basis, I suppose reaction would be by far the 
greater part." 
- "I think most of it1s reactive." 
- "In discipline it1s always reactive." 
- " ••• never know. Things could really jump till 4:00." "Could 
be calm, or all hell could break loose." 
Some of the assistant principals in this sample indicated some 
difficulty with defining terms and with classifying work as reactive or 
proactive. The one sample member who considered his work mostly pro-
active stated that he assumed proactive was positive in connotation; 
reactive, negative. Then he went on to say, IINinety percent of my work 
is proactive, I would say--p1anned, deliberate, has a purpose. My 
reacting ••• just part of the job, part of any bureaucratic organization. II 
Another maintained, "Everything is reactive. 1I Another vice-principal 
had the same view: IIEven the planned you do is in response to some-
thing ••• I think my creativeness is in orchestrating it." 
Table XXI presents various structured-observation indicators of 
the degree of workday initiation and reaction of both assistant princi-
pals and Mintzberg1s chief executives (1973, Tables 12 and 13, p. 245, 
p. 250). As previously established, both composite samples were found 
to have initiated less mail than they received. For assistant principals 
mail output as a percentage of mail input is slightly less than one-half 
(46%); for chief executives, the figure is closer to one-third (35%). 
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Of the total mail sent by management, assistant principals self-initiated 
48 percent; chief executives, only 11 percent. It should be noted, how-
ever, that much of assistant principals' self-initiated mail was rather 
routine in nature; each piece was certainly not a unique or time-
consuming communication. For exampl e, assi stant principal s frequently 
sent out letters of rather established formats such as a communication 
to parents regarding a child's class withdrawal. They also filled in 
forms and wrote notes, classifications not recognized under ~1intzberg's 
output mail purpose categories. 
TABLE XXI 
PROACTIVE/REACTIVE ASPECTS OF THE WORKDAYS OF 
ASSISTANT PRINCIPALS AND MINTZBERG'S 
CHIEF EXECUTIVES 
Assistant Chief 
Initiation Indicator Principals Executives 
Mail output as percent of input 46 35 
Self-initiated mail as percent of 
output 48 11 
Initiation of Verbal Contacts 
Manager Percentage 54 32 
Contact Percentage 43 57 
r·1utual Percentage 2 5 
Clock Percentage 1 7 
The assistant principals initiated more than half (54%) of their 
verbal contacts, indicating that in verbal communications the vice-
principal is more often proactive rather than reactive, contrary to 
interviewees' general perceptions. For chief executives, the results 
are reversed--the chief executives initiated 32 percent of their verbal 
contacts, but nearly 60 percent (57%) were instead initiated by the 
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opposite party. For both samples, the combined categories for initiation 
by mutual consent and by clock (meetings on a regular schedule) accounted 
for a rather small proportion (3% and 12%) of total contacts. The 
higher proportion of clock initiation for chief executives is logically 
tied to the top executives' numerous hours in scheduled meetings. 
In summary, it is difficult to make any clear summary statements re-
garding initiation-reaction in the assistant principal's workday. Austin 
and Brown (1970) noted this difficulty (p. 19). Hintzberg (1973) also 
found managerial activities to be a blend of reactions and self-
controlled activities (pp. 51-53), and Pitner (1978) concluded that sub-
urban superintendents operated under constraints but could also exercise 
initiative (p. 120). Clearly, managers react and they initiate; their 
work is not purely reactive, nor solely proactive. The main concern may 
be the "decision-press" that Peterson contended results from work acti-
vities that are reactive: 
When tasks demand immediate attention, are unscheduled 
and nonroutine in nature, and are initiated by a variety of 
different people the careful coordination and planning of 
time and energy will be particularly difficult •..• Second, 
frustration can develop if the individual feels controlled 
by the job rather than in control of it. (p. 2) 
Differences in the Workdays of 
Assistant Principais 
Assistant principals were asked whether they perceived their work-
days to be similar to or different from other urban high school assistant 
principals. Respondents used almost the same words to state that they 
saw the daily work of their peers as very similar to their own. An 
analysis of the four basic tables delineating major aspects of the 
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Chronology, Communication, and Contact Records (Table IV, VIII, IX, and 
X) indicates that the assistant principals' contentions of workday simi-
larity are to some degree accurate, but also somewhat overstated. 
Assistant principals are quite similar in some respects. For 
example, their days were all centered around a high percentage of acti-
vities of short duration and a very low proportion of activities of more 
than an hour in length. On a more general level, all participated in 
telephone conversations, scheduled and unscheduled meetings, and tours; 
all· processed mail. There are, however, differences between study par-
ticipants. This section will be devoted to a discussion of four factors 
that appeared to have some connection to workday differences--job func-
tions, time of year when observed, personal style/philosophy of subject, 
and physical facilities. For each of the four factors, study data illus-
trative of workday differences will be presented and analyzed. 
Job Functions 
Mintzberg (1973) asserted, "Considerable evidence has been found 
to indicate that the particular function that is supervised accounts in 
large part for the variations in managers' work" (p. 114). The results 
of this study seem to substantiate such a view. For three of the ob-
served vice-principals, student discipline is a major function. The job 
assignments of the two other assistant principals differ from this group 
and from each other. One is responsible for curriculuM development and 
supervision of instruction; the other, for a wide variety of administra-
ive duties, including neither discipline nor curriculum/instruction: 
special education, safety, and plant maintenance, to name a few. 
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The curriculum and instruction assistant principal is in many ways 
unique. Assistant Principal #4 had the fewest number of both activities 
(range: 164-368) and verbal activities (range: 131-338) and saw the 
fewest people in a week (range: 530-1438). That administrator devoted 
the most time (range: 2 hr. 45 min.-7 hr. 12 min.) and the highest pro-
portion of worktime (range: 7%-26%) to desk work. Assistant Principal 
#4 spent the highest percentage of time (range: 12%-35%) in scheduled 
meetings but participated in the smallest number of unscheduled meetings 
(range: 53-158). In addition, that assistant principal was involved in 
the smallest proportions of both contacts and contact time with clients, 
the most with subordinates. While for the remainder of the sample, from 
20 percent to 34 percent of contacts and from 18 percent to 29 percent 
of verbal time were with students and their parents or guardians, for 
Assistant Principal #4 those percentages were only nine and 17 percent, 
respectively. On the other hand, 67 percent of Assistant Principal #4's 
contacts and 44 percent of verbal contact time were with subordinates, 
though for other sample members, the ranges were 37-54 percent of contacts 
and 29-38 percent of contact time. All of these variations could be seen 
as proceeding from this assistant principal's major functions. The 
curricular and instructional tasks require scheduled observations, pre-
and post-observation conferences with teachers, and writing sessions to 
review notes and prepare evaluation reports--a11 leading to a workday 
of fewer and longer planned activities, more desk work, and an emphasis 
on interactions with adults in the building. Differences in written 
communications are possibly as closely related to job function. The 
assistant principal for curriculum/instruction far exceeded the rest of 
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the sample members in output of reports (eight percent versus zero per-
cent for remainder of the sample) and acknowledgments to verbal contacts 
(19 percent versus a range of 0-2 percent for other assistant principals). 
Both these acknowledgments and formal reports result from the teacher 
observation and evaluation tasks. The former communication is employed 
to provide the teacher with immediate feedback; the latter is the formal, 
legal evaluation document normally written at a later date. 
Beyond the obvious fact that that assistant principals with disci-
plinary duties were the only assistant principals spending verbal contact 
time for the purposes of student discipline and/or counseling, other simi-
larities to one another, and differences from the other two vice-
principals, are evident. The three disciplinary assistants participated 
in both the highest numbers of total activities (368, 272, and 259 as 
opposed to 217 and 164) and the most unscheduled meetings (158, 109, and 
99, compared to 10 and 53). Variations from the other assistant princi-
pals are also found in the mail categories. Whereas discipline assistant 
principals sent out approximately half (46%-58%) the number of pieces of 
mail that they received, for the other two the percentages are closer to 
one-third (35% and 33%). In addition, the discipline assistants, as a 
group, far exceed their counterparts in the proportion of forms used for 
mail output (78%, 66% and 48%, as compared to 24% and 32%). Again, these 
variations could be reasonably viewed as resulting from differing job 
functions. A typical scenario for the discipline administrator was: a 
teacher sends in a referral form, recounting a student1s misbehavior; 
the vice-principal calls the student out of class; they confer; and the 
assistant principal replies to the teacher1s referral, summarizing the 
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conference and the action taken. ~~ny of these cycles often occurred in 
a single day; therefore, the assistant principal conducted numerous 
hastily-arranged, short meetings and responded in writing to form after 
form. 
Personal Style and Philosophy 
A second factor that may well contribute to differences in assis-
tant principal workdays is the personal style and philosophy of indivi-
dual assistant principals. Mintzberg (1973), in fact, has said, "The 
evidence shows that the incumbentls values, personality, and style, all 
contribute to the determination of the work he does" (p. 118). The 
following represents two illustrations of how unique personal attitudes 
to the workday may result in actual differences between assistant princi-
pal s I workdays: 
• While on a tour, Assistant Principal #1 remarked that the 
day could be spent sending out memos, but, "Ilm not that kind of person." 
This attitude could be a reason for the minimal attention given to writ-
ten correspondence, the high involvement in the more active tours, and 
the large numbers of people involved in verbal contacts. This assistant 
principal spent the highest proportion of time in tours (range: 17%-47%) 
but the smallest proportion of time on desk work (range: 7%-26%). 
Further, when processing written correspondence, Assistant Principal #1 
skimmed 41 percent of the incoming mail (compared to a range of 2-12 
percent for the rest of the sample) and read only 20 percent while the 
remaining assistant principals read from 43-53 percent of their incoming 
correspondence. Perhaps as a result of the concentration on touring 
132 
rather than desk-bound work, this administrator also interacted with a 
great number of people (1373) in a week. 
I Assistant Principal #2 stated, "I don't like last minute 
things." The data regarding the meetings in which this administrator 
engaged appear consistent with such an orientation. The range of sched-
uled meetings occuring in five days for the combined sample was 7-18; 
the range of time spent in unscheduled meetings, from 10 percent to 34 
percent. The results for Assistant Principal #2 fall at the upper limit 
for number of scheduled meetings and the lower limit for time in unsched-
uled meetings. It may be that this assistant principal's preference for 
planned events had led to the comparatively large number of scheduled 
meetings and small proportion of times in unplanned conferences. 
Time of Year 
The third potential basis for difference in workdays--time of the 
year--is striking when the desk sessions and mail of Assistant Principal 
#3 are analyzed. The range of number of desk sessions for the sample was 
30-46; for total pieces of mail processed, 66-153. In both cases, this 
assistant principal exceeded all colleagues. Also, Assistant Principal 
#3 had the highest proportion of input of carbon copies (44 percent 
compared to the composite sample's 14 percent), of input from building 
subordinates (91 percent, with the composite sample at 64 percent), of 
output in the form of letters (24 percent opposed to a composite 11 per-
cent), of outgoing correspondence to clients (24 percent; the combined 
sample, 10 percent). The reason for all of these discrepancies seemed 
clear: this subject was observed during the time in the semester that 
enough absences could have accrued for students to be officially with-
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drawn from class at teacher request, as well as the time when student 
prog ress I~eports were to be sent home by teachers. Thu s, many pi eces 
of mail from teachers, both copies and originals, crossed this assis-
tant principal's desk. These required a good deal of paper work, in-
cluding replies to subordinates and formal letters of class withdrawal to 
students' families. 
Physical Facilities 
Physical facilities may also contribute to workday differences. 
Two indications of this possibility v/ere found in this study: one rela-
tive to the school grounds; another, to the office spaces of assistant 
principals. As previously explained, Assistant Principal #1 devoted the 
highest percentage of time to tours (47%) and the lowest percentage to 
desk sessions (7%) and, perhaps as a result, communicated with numerous 
people in a week (1373). This individual's campus is bordered by a large 
city park. Because boundaries between city and school property are so 
nebulous and certainly not observed by large groups of students, the area 
Assistant Principal #1 must patrol is very extensive. Since this area 
was frequented by students skipping classes and reportedly exchanging 
drugs, there were clear reasons for the administration to supervise this " 
area. It may be that size of grounds and park alone necessitated this 
assistant principal's heavy commitment to touring. 
McCaskey (1979), alluding to the importance of office design, 
stated, "The first thing to understand about place is that it represents 
territory" (p. 138). He elaborated further, saying, "Boundaries give 
security and privacy, protecting one from unwanted encroachments by 
others (at least boundaries make the statement that they are unwanted)" 
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(p. 13S). Typically, sampled assistant principals offices \'/ere in an 
office comp1ex--the counseling center or the main office--with their sec-
retaries some distance away. Only Assistant Principal #2 had a rather 
removed office, with the secretary seated directly in front of the door. 
This assistant principal also was found to have had the highest number of 
scheduled meetings in five days (lS) and the lowest proportion of time in 
unscheduled meetings (10%). Perhaps these figures could be attributed 
to the somewhat less accessible office and the positioning of the secre-
tary who can receive unexpected visitors. The two factors together may 
allow Assistant Principal #2 to exert more control over the pace of the 
workday. 
None of the elements considered--job function, time of year, per-
sonal style/philosophy, nor physical space--can, as a result of this study, 
be determined to be causative and leading directly to manager workday 
differences. The foregoing remains necessarily speculative. Addition-
ally, an interaction of factors could be operating--for example, personal 
philosophy and office configuration. The data do, however, point to some 
rather intriguing topics for quite focused future research projects. 
Workday Parallels of Superintendents, 
Principals, and Assistant Principals 
The recent application of structured-observation ~ethods to the 
study of principals (Crowson & Porter-Gehrie, 19S0; Peterson, 1978) and 
superintendents (Pitner, 1978) allows the investigator the opportunity 
of creating a tentative synthesis workday description of three line 
administrators. The section that follows relates the parallel findings 
regarding the workday dimensions explored in this study: activities, 
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pace, duration of ~"orkday, contacts, degree of work initiation/reaction, 
and workday differences. For the most part, Tables IV, VI, IX, X, and 
XII provide the references to this study. 
Activities 
For superintedents and principals, work was verbal in nature. 
Superintendents spent an average of 31 of the week's hours in verbal 
contact (Pitner, 1978, p. 111); assistant principals, 29 hours. However, 
the dispersion of worktime among activities differed for the t\'10 admin-
istrators. In particular, superintendents devoted a higher percentage 
of time to scheduled meetings (51 percent versus 24 percent) while assis-
tant principals spent a greater proportion of their time in unscheduled 
meetings (24 percent compared to 10 percent) and tours (34 percent as 
opposed to 2 percent) (Pitner, 1978, Table 10, p. 92) Principals also 
were observed to employ the tour as a "coping mechanism" (Crowson & 
Porter-Gehrie, 1980). 
Duration of Workday 
Both superintendents and assistant principals worked, on the aver-
age, essentially the same number of hours per week and per day: super-
intendents,43 hours a week (or a workday of 8 hours and 36 minutes) 
(Pitner, 1978, p. 111); assistant principals, 42 hours and 33 minutes 
(equalling 8 hours and 31 minutes per day). 
The pace of daily work of these three school administrators was 
uniformly rather hectic, with brevity and fragmentation as hallmarks of 
this pace. For superintendents, 60 percent of work activities lasted 
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less than 9 minutes; only six percent exceeded an hour (Pitner, 1978, p. 
166). For the assistant principal, those percentages were: 75 percent 
of activities lasting less than nine minutes; one percent of more than an 
hour in duration. Peterson (1978) also found principal's activities were 
short and varied: 85 percent of principals' tasks lasted under nine 
minutes, and an average of 13 tasks were undertaken per hour. Crowson 
and Porter-Gehr'ie (1980) found that brevity and fragmentation mark the 
principal's day also: one-fifth of the principals' activities were less 
than a minute in length; 48 percent, less than four minutes. Though 
superintendents and assistant principals were quite busy, the activity 
pace does diminish occasionally. For example, the assistant principal's 
lunches and after-school hours were normally periods of diminished 
activity. 
Interactions 
The majority of the verbal contacts of superintendents and assis-
tant principals were dyadic in nature. Seventy percent of the superin-
tendents' verbal contacts were with one other person (Pitner, 1978, p. 
112). The assistant principals' meetings and tours were with a second 
party in 58 percent of all cases. In addition, superintendents and 
assistant principals had similar divisions of verbal contact time with 
persons internal and external to their districts. Superintendents spent 
73 percent of their time in verbal contact with people within the organ-
ization; 27 percent, with outsiders (p. 110). For assistant principals, 
those figures are 64 and 36 percent, respectively. Finally, the highest 
proportions, for both superintendents' and assistant principals' contacts 
and contact time,were in the total informational category. Forty-eight 
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percent of the superintendents' contacts and 40 percent of the assis-
tant principals' contacts \'Iere within this category, as were 42 percent 
of the superintendents' contact time (Pitner, 1978, Table 11, pp. 95-96) 
and 79 percent of the assistant principals' verbal time. 
Initiation/Reaction in the ~Jorkday 
Superintendents initiated most (56%) of their contacts (Pitner, 
1978, p. 166), as did assistant principals (54%). Principals also were 
the initiators of the majority of their activities; in excess of 60 per-
cent were self-initiated (Peterson, 1978). However, both assistant 
principals and superintendents initiated less mail than they received. 
The percentages for output mail as proportion of input were 40 percent 
for superintendents (Pitner, p. 105) and 46 percent for assistant prin-
cipals. 
CHAPTER V 
SUMr·1ARY AND CONCLUS IONS 
Introduction 
Five urban high school assistant principals on the West coast were 
observed throughout twenty-five days and evenings of school-related work. 
Subject assistant principals had completed at least two years of experi-
ence in the position and at the observation site. Together, they were 
responsible for a variety of tasks, such as attendance and discipline, 
activities and athletics, and curriculum and instruction. Mintzberg's 
work on chief executives (1973) and Pitner's research on suburban school 
superintendents (1978) provided the basic models for this study's data 
collection, coding, and analysis. Using the nonparticipant observer 
role, structured interviews, and the Mintzberg (1973) framework for the 
recording of information related to the sequence and duration of activ-
ities, incoming and outgoing mail, and verbal contacts, six research 
subproblems were addressed. The tables of data used to formulate 
responses to each of the six study questions resulted from calculation 
of frequency counts and percentages for the three observation records I 
categories. The research questions were: 
1. What are the workday activities of an assistant principal? 
2. How long is this day? 
3. How might the pace of the workday be described? 
4. With whom does an assistant principal interact? How? Why? 
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5. To what extent is daily work proactive? Reactive? 
6. Do the workday of various urban high school assistant prin-
cipals differ in terms of content, duration, pace, contacts, or degree 
of work initiation? 
The major limitation of this study is the typical limitation of 
many field studies: a restricted sample precludes generalization of 
study results and conclusions to the entire population. In-depth ob-
servation hopefully compensates for this, however, by providing the 
descriptive detail from which later hypotheses can be developed and 
tested in more controlled quantitative studies. 
In this chapter, the results of the investigation of these six 
questions will be summarized. In addition, recommendations for re-
searchers and school administrators will be presented. 
Summary 
The Activities of an Assistant Principal's Workday 
The assistant principals all processed incoming and outgoing mail 
at their desks and by the staff mailboxes, received and initiated tele-
phone calls, participated in both formally scheduled and quickly arranged 
meetings, and made tours to deliver and to gather information. However, 
the amount of work time alloted to each of these activities was by no 
means uniform. Telephone calls accounted for only six percent of their 
time; desk sessions, 17 percent. In combination, scheduled and unsched-
uled meetings consumed nearly half of worktime, with 24 percent of work-
days devoted to each medium. The most unique aspect of the assistant 
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principal's school days was found to be the heavy emphasis on observa-
tional or informational tours. Assistant principals spent one-third (34%) 
of their time on this single activity. The fact that the majority (58%) 
of worktime is in unscheduled meetings and tours is significant, as an 
assistant principal, thus, spends the majority of the workday in what 
Mintzberg (1973) te~ed a "stimulus-response environment" (p. 52). 
Length of the Assistant Principal's Workday 
Subject assistant principals worked, on the averags, somewhat more 
than a forty-hour week. They averaged a work week of 42 hours and 33 
minutes, or a workday of 8 hours and 31 minutes. The amount of time 
worked daily varied in particular by the presence or absence of extra 
calendar events, such as games, breakfast meetings, or district meetings. 
Most of the workday time was, of course, devoted to managerial work--
specific examples being phone calls to patrons, counseling or discipline 
sessions with students, and tours to supervise the cafeteria. However, 
some of this time was necessarily personal in nature. Assistant 
principals took coffee breaks and short lunch hours, prepared bank 
deposits on payday, and called home. As the work week is only slightly 
more than the traditional 40 hours, the tensions and dissatisfactions 
sometimes attributed to the assistant principals probably result from 
work content rather than from work hours. 
Pace of the Workday 
Though the assistant principals' work pace often slowed down a 
great deal at lunch time or after the closing bell, their days normally 
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ranged from frenetic to merely busy. The composite sample undertook more 
than 1,000 (1280) activities during the observed twenty-five days. 
Activities were sometimes conducted simultaneously. For example, 
an assistant principal could be in a meeting when the tel phone rang and 
a teacher wishing to share a problem entered the office. All activities 
were relatively short in duration. Telephone calls averaged two minutes; 
unscheduled meetings, five minutes; and desk sessions, nine. Tours last-
ed an average of 12 minutes. Even the scheduled meeting was only 36 
minutes, on the average. Perhaps the most striking features of the daily 
pace are conveyed in the following figures: 75 percent of all activi-
ties lasted less than nine minutes; only one percent exceeded an hour. 
Given this pace, completing tasks requiring a good deal of time and re-
flection was quite difficult. For example, one assistant principal was 
required to write a summary of normal discipline procedures--for confer-
ences, suspensions; fights, obscenity, drug possession and use. He sat 
down to work on this project over and over, often accomplishing little 
before the next problem was presented to him. 
The Assistant Principal·s Interactions 
The assistant principal communicated with very large numbers of 
people--including members of external boards; district support personnel, 
such as school district police and curriculum specialists; their princi-
pals and other superiors in the urban district hierarchy; other assis-
tant principals; colleagues in professional organizations; university 
personnel; social workers. By far their greatest nu~ber of interactions 
were with building subordinates, however; 64 percent of their input mail 
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came from subordinates and 79 percent of output mail went to them. Of 
all verbal contacts, 49 percent were with secretaries, clerks, teachers, 
aides, and custodians. The second highest proportion of contacts (26%) 
was with clie~ts, students and patrons. In addition, external contacts 
accounted for 36 percent of the total contact time of assistant princi-
pals; but internal communications, the majority (64%) of verbal contact 
time. Concisely stated, assistant principals devoted their time and 
energy to those people most deserving of "it: the students and parents 
who are the system's clients; and the professional and non-certificated 
staff who serve those clients. 
The assistant principals, as revealed by the division of worktime 
among activities, spent much more time in the verbal and observationa1/ 
verbal media than with the written word. A high proportion of mail 
(34%, input; 53%, output) was by the bureaucracy's forms. Hhen involved 
in verbal activities--meetings and tours, in particular--assistant 
principals were often dealing with multiple individuals and participant 
groups, though the majority of verbal contacts were with only one other 
person. The major purpose for interactions was informational--to observe, 
give, receive, review or mutually exchange information. Specifically, 
66 percent of mail received, 74 percent of all contacts, and 79 percent 
of contact time were for this general purpose. The subjects of the 
assistant principal's contacts are often depressing ones--for example, 
unhappiness stemming from student problems \·,ith teachers, peers, or 
family. However, the core of the assistant principal's contacts are, 
like those of managers in other organizations, to process information. 
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Initiation and Reaction In the Assistant Principal's Daily Work 
An examination of the mail and of the v~rbal contacts of assistant 
principals provides somewhat differing answers to this research question. 
Verbal contacts were more often than not (54%) initiated by the assistant 
principal. He or she frequently chose to tour at a given time or volun-
tarily set up a meeting or initiated a phone call. With the mail , only a 
slightly different picture emerged. Perhaps the best indicator of 
reaction/initiation of written communications is that the assistant prin-
cipal 's output is 46 percent of input mail volume. In short, the assis-
tant principal both initiates and responds, with initiation of verbal 
contacts occuring in slightly higher proportions than initiation of 
written communications. Learning more about the nature of reaction/ 
initiation in daily work is probably one of the most pressing needs 
for future management research. Given the problems besetting large 
American organizations, it is not very instructive if researchers can 
only continue to state that managers both react and initiate. 
Workday Differences of Assistant Principals 
There appears to be some connection between the workday variations 
of assistant principals and such factors as job function, time of school 
year, personal style/philosophy of the incumbent, and phYSical facili-
ties. These connections remain, from this investigation, somewhat tenu-
ous but thought-provoking. Can a calmer, more controlled day result 
simply from the office arrangement? Do certain times of the academic 
year lead to clear emphasis on particular activities? Can personal 
beliefs about the nature of onels work, in fact, markedly affect the 
workday? Do differing job descriptions have a direct link to workday 
differences? 
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Assistant principals, when asked to describe their workdays, used 
many adjectives: tiring, frustrating, busy, hectic, unrewarding, 
diverse, ~, euphoric, depressing, interesting, challenging, fatiguing, 
exhausting, pleasant. The foregoing summary provides data suggesting 
that each of these words could, at various times, appropriately describe 
the urban high school assistant principal IS school day. 
Workday Parallels of Superintendents, Principals, and Assistant Prin~ipals 
Since three previous educational administration studies (Crowson 
& Porter-Gehrie, 1980; Peterson, 1978; Pitner, 1978) also employed 
structured-observation methodology, the investigator was able to tenta-
tively join the workday description of assistant principals with those 
of superintendents and principals. Parallel data were not always 
available for all three positions, but work characteristics similar to 
at least two of the positions were: 
- An emphsis on verbal activities 
- A work week slightly exceeding 40 hours 
- Brevity and fragmentation of activities 
- Dyadic interactions 
- A majority of verbal contact time spent with persons within the 
district 
- A high proportion of contacts and contact time devoted to 
information processing 
- Almost equal proportions of reactive and proactive behaviors 
Recommendations for Researchers 
and School Administrators 
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Since the literature on the assistant principalship is not exten-
sive and on many topicS raises more questions than are answered, there 
are numerous promising directions for future study consideration by 
researchers and by prospective and incumbent practitioners of school 
administration. The investigator, however, chose to specify two recom-
mendations that together could address several of the issues most closely 
related to this specific study. 
Observational Studies of School Administrators 
The observational studies of the last decade on assistant princi-
pals (Austin & Brown, 1970), principals (Crowson & Porter-Gehrie, 1980; 
Peterson, 1978; Wolcott, 1973) and superintendents (Pitner, 1978) 
have all provided provocative information regarding the true nature of 
managerial work in school systems. In many respects the results chal-
lenge traditional theory about management days, giving rise to concerns 
about the appropriateness of university and district training for school 
administrators, as well as the hiring of them. These studies are, how-
ever, simply beginnings, as samples were small and observations were 
place-bound. Replication is necessary. A series of observational 
studies is needed in rural, urban, and suburban locations and with 
numerous other administrators--if field study results are to be synthe-
sized and generalized and needed hypotheses regarding managerial workdays 
are to be developed. 
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Though replication is certainly necessary, the field of manage-
ment research would be well served if each replication refined the pre-
vious research questions and expanded the methodological approaches. For 
example, future study of the assistant principal's workday might employ 
the Mintzberg framework (1973) so that study results can be compared and 
contrasted to the results of this study. In addition, however, the 
researcher might revise the means for classifying contact reaction/ 
initiation, as only nebulous conclusions could be reached regarding 
this work aspect based on either this study or Austin and Brown's (1970). 
Also, since at least one observational study has been conducted on the 
school administration positions of superintendent, principal, and 
assistant principal, at least propositions, if not hypotheses, regarding 
school management should be developed from future studies. 
Finally, it could be quite productive to employ more ethnographic 
approaches to the study of managerial workdays in school districts. 
For example, more extended observations--over longer periods of time 
and including study of personal life--are needed if several intriguing 
but tentative notions are to be examined. These notions include the 
possible social and psychological implications of management pace 
(Carlson, 1951, p. 75) and the potential cause-effect relationships 
of personal values, philosophy and style, and time of year to workday 
differences. 
It is also conceivable that informal shadowing of colleagues by 
prospective and practicing administrators could lead to increasingly 
appropriate career decisions, local hiring criteria, and inservice 
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training programs. It is difficult to determine how to approach any of 
these personnel elements with only vague conceptions of the real nature 
of the school administrator's workday. 
Exploration of the Proactive and Reactive Work in Formal Organizations 
Two of the major focuses of recent observational studies have been 
reaction versus initiation in the manager's workday and the pace of that 
day. Additionally, organizational theorists have pointed to the more 
all-encompassing concept of uncertainty in modern formal organizations. 
Today's urban school system in many ~;,!ays exempl ifies organizational 
uncertainty. Conflicting interest groups and public demands, court 
decisions, fiscal constraints, and changing federal administrations, all 
contribute to a rather profound degree of uncertainty. In fact, uncer-
tainty may not be only a haunting concern for upper levels of adminis-
tration. For assistant principals uncettainty may be a daily, even 
hourly, condition, as the events that lead to and derive from the 
frequent unscheduled meetings and routine tours are so unpredictable. 
The extent to which organizational uncertainty, reactive behaviors, and 
daily pace are linked is not known. Both administrators and those who 
conduct research regarding them could enhance the potential of modern 
organizations if they were more knowledgable regarding \florkday dimensions, 
such as reaction/ initiation and pace of day, and the formal organization. 
When focusing specifically on the concepts of initiation and 
reaction, both the researcher and the sampl e members were some\~hat 
troubled by even the terminology of reactive and proactive work activities. 
Davis and Luthans (1980) recently attempted to define the terms proactive, 
reactive, and adaptive. Continuing attempts to define these terms, to 
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measure the behaviors they describe, and to develop propositions on 
modification of these behaviors \'1ould be valuable if, as both Davis and 
Luthans (1980) and Stewart (1979) asserted, the ultimate effectiveness 
of administrators and the organizations they serve can be improved by 
proper attention to these concepts. Davis and Luthans (1980) maintained 
that development of social learning theory can serve as a framework to 
analyze and improve the effectiveness of managerial behaviors: pro-
active, reactive, and adaptive. Stewart1s (1979) recent work is built 
around three questions: 1100 some, or many, managers have explicit agen-
das, that is, personal plans for what they are trying to achieve? If so, 
what kinds of explicit agendas can be distinguished? How do agendas of 
managers in similar jobs differ?1I (p. 34) Her speculation that proactive 
managers with explicit agendas may be more effective, in combination 
with Davis and Luthans (1980) contention that all three types of manage-
ment behaviors can be positively ~odified, offer challenging areas of 
study for educational researchers and for the administrators attempting 
to cope with their uncertain environments and their busy workdays, par-
ticularly if even a small portion of Stanek1s (1980) observations is 
accurate: 
Bureaucratic managers, trained to deal with 
certainty, find ways to cope with the uncertainty 
that is costly to the organization. They polarize 
problems into black or \~hite, shorten time horizons (for example, put off the five-year plan), search 
for routines, delight in trivia, react rather than 
proact, flare up, withdraw, work harder and longer, 
write more reports, hold more meetings, make more 
visits, escape into excessive behavior or the use 
of drugs or drink, and eventually break down. (p. 46) 
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APPENDIXES 
Appendix A 
Structured-Observation Forms 
Chronology Record 
Time Medium 
Unscheduled Meeting 
Scheduled Meeting 
Desk Work 
Phone Call 
Start End Duration Tours or Encounters 
Assistant 
Principal 
Day, Date 
Reference 
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Written Communication Record 
Reference # Form Sender Purpose (& Receiver?) 
as perceived by 
Assistant P. 
Assistant 
Principal __________ _ 
Day, Date ___________ _ 
Attention 
Glance Study 
Skim Write 
Read Proof 
Action 
File Note 
FYI Sign 
Forward Send 
Confer Respond 
Reply W/Basket 
or combination 
--' 
en 
o 
Contact Record 
Reference Medium 
Assistant 
Principal _______ _ 
Day, Date 
------------------
Purpose Participant( s) # Participants Initiation 
Self 
Contact 
Mutual 
Clock 
Place 
1. Superior's Office 
2. A.P. 's Office 
3. Peer's Office 
4. Subord.'s Office 
5. Hall/Plant/Grounds 
6. Conf./Bd. Rm. 
7. Elsewh./Dist. 
8. Community 
9. Awa.v/Org. 
0\ 
-' 
Appendix B 
Interview Schedule 
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INTERVIEW SCHEDULE 
1. What would you say if you were asked to describe the job of assis-
tant principal to someone totally unfamiliar with the position? 
2. What kind of person do you think makes a good assistant principal? 
3. Is the assistant principa1ship what you expected it to be? 
4. What are your satisfactions as an assistant principal? How could 
those satisfactions be increased? 
5. What leads to dissatisfaction with your position? 
6. To what degree and in what ways does the principal affect the assis-
tant principa1's level of job satisfaction? 
7. What adjectives would you use to describe your typical workday as 
an assistant principal? 
8. What are the activities of a typical school day as an assistant 
principal? 
9. Could you describe your typical working hours, including evenings 
and weekends? 
10. How might the pace of your workday be described? 
11. With whom does an assistant principal interact? How? Why? 
12. To what extent do you consider your work as assistant principal 
proactive? Reactive? 
13. Do you think your workday is similar to/different from the workdays 
of other urban high school assistant principals? 
14. What was I not able to observe about your workdays in the five days 
I was here? 
15. What are you future career plans? 
16. Do you think experiences as an assistant principal provide adequate 
and appropriate preparation for a principalship? 
Appendix C 
Chronology Records 
Ca teQor~ 
Total hours worked 
Hours in evening events 
(included) 
Hours in travel to outside events 
(not included) 
Total number of activities 
Total amount of mail 
APPE!lDIX C(li 
CHRONOLOGY RECORD 
.~SSrSTANT PRINCIPAL #1 
Da:l 1 Dav 2 
447 min 452 min 
42 min 90 min 
10 min 40 min 
58 58 
21 20 
Average amount of mail processed per day 
Desk Work 
Number of sessions 5 5 
Time on desk work 25 min 46 min 
Average duration 5 min 9 min 
Proportion of time 6~ 10% 
Telephone Calls 
Number of call s 12 13 
Time on telephone 35 min 21 min 
Average duration 3 min 2 min 
Proportion of time 8% -Ill 0", 
SCheduled 14eetings 
NUMber of meetings 1 3 
Time in meetings 36 min 39 min 
Average dlJration 36 min 30 min 
Proportion of time 8% 20% 
Unschedu 1 ed 11eeti ngs 
Number of meetings 24 28 
Time in meetings 129 min 112 min 
Average duration 5 min 4 min 
Proportion of time 29% 25% 
Tours 
Number Qf tours 16 9 
Time on tours 248 min 211 min 
Average duration 15 min 23 min 
Proportion of time 55% 47% 
Length of Activities 
Proportion of activities lasting less 
~han 9 Il'inutes 79% 74% 
Proportion lasting longer than 60 minutes 2% 2% 
165 
Oili: 3 Da~ 4 Dav 5 T':ltal 
437 min 435 min 464 min 37 hr 
15 min 
o min a min o min 2 hr 
12 min 
o min o min o min 50 min 
77 93 82 368 
41 28 16 126 
25 
5 7 a 30 I 
39 min 21 min 33 min 2 hr 
45 min 
8 min 3 min 4 min 6 Min 
9% 5% 7:'. 7':'. 
26 25 25 101 
58 min 55 min 72 min 4 hr 
1 min 
2 min . 2 min 3 min 2 min 
13% 13% 16% 1"'" I", 
2 2 1 9 
93 min 42 min 26 min 4 hr 
46 min 
46 min 21 min 26 min 32 min 
21% 10% 6% 13% 
27 49 30 153 
128 min 207 min 180 min 12 hr 
36 min 
, min 4 min 6 min 5 min 
?CaI __ 10 48% 39% 34% 
17 10 18 70 
189 min 182 min 221 min 17 hr 
31 min 
11 min 18 min 12 min 15 min 
43% 42% 48% 47% 
81% 78~~ 77% 78':; 
0% 0% 0% 1% 
Category 
Total hours worked 
Hours in evening events (inciuded) 
Hours in travel to outside events 
(not included) 
Total nu~ber of activities 
Total amount of mail 
APPENDIX C(2) 
CHRONOLOGY RECORD 
ASSISTANT ?RINCIPAL #2 
166 
Dav 1 Day 2 Day 3 Day 4 Day 5 Total 
516 min 426 min 429 min 376 min 575 min 38 hr 
42 min 
145 min 0 min 50 min 64 min 185 min 7 hr 
24 min 
30 min 0 min 30 min 30 min 15 min 1 hr 
45 min 
31 51 58 43 34 217 
18 11 17 10 1 0 66 
Average a~ount of mail processed per day 13 
Number of sessions 
Time on desk work 
Average duration 
Proportion of time 
tlumber of call s 
Time on telephone 
Average duration 
Proportion of time 
Number of meetings 
Time in meetings 
Average duration 
Proportion of time 
~1\Jr.lbers of meetings 
Time in meetings 
Average duration 
Proportion of time 
Ilumber of tours 
Ti!'ie on tours 
Average duration 
Proportion of time 
Proportion of activities lasting less 
than 9 minutes 
Proportion lasting longer than 60 minutes 
Desk Work 
8 6 11 4 3 32 
90 min 60 min 101 min 59 min 46 min 5 hr 
11 min 
17% 
10 min 9 min 15 min 
16~ 
56 min 
15 min 11 min 
14% 24% 8% 15~ 
Telephone Calls 
5 16 
5 min 29 min 
1 min 2 min 
2% 70:. 
Scheduled Meetings 
4 4 
145 min 150 min 
36 min 
28% 
38 min 
35% 
Unscheduled Meetings 
6 
23 min 
4 min 
4% 
Tours 
14 
51 min 
4 min 
12% 
11 11 5 48 
16 min 26 min 10 min 1 hr 
27 min 
1 min 2 min 2 min 2 min 
4~ i% 2% 4% 
4 2 4 18 
35 min 125 min 346 min 13 hr 
21 min 
9 min 63 min 87 min 45 min 
8% 33% 60% 34~ 
22 
81 min 
4 min 
19% 
16 
46 min 
3 min 
12% 
12 70 
23 min 3 hr 
44' min 
2 min 3 min 
4% 10% 
8 11 10 10 10 49 
252 min 148 min 204 min 146 min 156 min 15 hr 
32 min 
49% 
13 min 
35% 
Length of Activities 
55% 
5% 
71% 
4% 
21) min 
48~ 
72% 
0% 
15 min 
39% 
74% 
5% 
16 min 
27% 
7'>· , .. 
6% 
6 min 
r.lin 
70% 
4% 
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CHRONOLOGY RECORD 
ASSISTANT PRINCIPAL #3 
.... 
Categorl Da:l 1 Da:l 2 Dav 3 Da:l 4 Dav 5 Total 
Total hOll rs ~/O rked 349 min 265 min 460 min 300 min 332 min 28 hr 
26 min 
Hours of evening events (included) o min o min 80 min o min o min 1 hr 
20 min 
Hours in travel to outside events o min o min 45 min 20 min 20 min 1 hr (not included) 25 min 
'Total number of activities 71 54 55 57 35 272 
Total amount of mail 71 17 24 13 28 153 
Average amount of mail processed per day 31 
Desk :.Iork 
Number of sessions 11 9 7 11 8 46 
Time on desk work 80 min 78 min 46 min 62 min 62 min 5 hr 
28 min 
Average duration 7 min 9 min 7 min 6 min 8 min 7 min 
Proportion of time 23% 29% 10't 21% 19% 19% 
Telephone Calls 
Numbers of call s 16 13 13 13 7 62 
Time on telephone 21 min 32 min 29 min 28 min 12 min 2 hr 
2 min 
Average Quration 1 min 2 min 2 min 2 min 2 min 2 min 
Proportion of time 6% 12% 6% 9% 4% 7% 
Scheduled Meetings 
Number of meetings 3 1 a 2 3 17 
Time in meetings 111 mi n 30 min 153 min 42 min 116 min 7 hr 
32 min 
~verage duration 37 min 30 min 19 min 21 min 39 min 27 min 
Proportion of time 32% 11% 33% 14% 35~ 26% 
Unscheduled r~eetings 
Number of meetings 28 21 22 20 8 99 
Time in meetings 73 min 83 min 99 min 113 min 67 min 7 hr 
15 min 
fl.verage duration 3 min 4 min 5 min 6 min 3 min 4 min 
Proportion of ~ime 21% 31% 22% 38% 20% 25% 
Tours 
Number of tours 13 10 5 11 9 48 
Time on tours 71 min 46 min 140 min 6; min 96 min 7 hr 
Average duration 5 min 5 min 28 min 6 min 11 min 9 min 
Proportion of time 20% 17% 30% 22% 29% 25% 
Length of Activities 
Proportion of activities lasting less 92% 93% 71% 84% 66% 83% 
less than 9 minutes 
Proportion 1asting longer than 60 ~lnutes 1% 0% 4% 0% 3% 1% 
,I\PPENDIX C(4) 168 
CHRONOLOGY RECORD 
ASSISTANT PRHlCIPAL #4 .. 
Categor:t Da~ 1 Da~ 2 Dav 3 Da~ 4 Da~ 5 Total 
Total hours worked 311 min 345 min 352 min 333 min 290 min 27 hrs 
11 min 
Hours of evening events (included) o min o min o min o min o min o hr 
Hours in travel to outside events 68 min o min o min o min o min 1 hr 
(not included) 8 min 
Total number of activities 29 32 33 39 31 164 
Total amount of rna i1 23 40 16 49 22 150 
Average amount of mail processed per day 30 
Desk Work 
Number of sessions 6 7 8 9 3 33 
Time on desk work 82 min 67 min 61 min 178 min 44 min 7 hlr 
12 min 
Average duration 14 min 10 min 8 min 20 min 15 min 13 min 
Proportion of time 26% 19% 17% 53~ 15% 26% 
Te 1 ephone Calls 
Number of calls 5 4 11 7 6 33 
Time on telephone 11 min 5 min 29 min 11 min 15 min i hr 
11 min 
Average duration 2 min 1 min 3 min 2 min 3 min 2 min 
Proportion of time 4% 1% 8;;: 3% 5% 4% 
Scheduled r~eetings 
Number of meetings 3 5 4 0 2 14 
Time in meetings 156 min 219 min 150 min 0 51 min 9 hr 
36 min 
Average duration 52 min 44 min 38 min 26 min 41 min 
Proportion of time 50% 63% 43% 0% 18% 35% 
Unscheduled r~eetings 
Number of meetings 9 10 4 17 13 53 
Time in meetings 45 min 34 min 48 min 59 min 121 min 5 hr 
7 min 
Average duration 5 min 3 min 12 min 3 min Q • 6 min • :111 n 
Proportion of time 14% 10% 14% 18% 42% 19% 
Tours 
Number of tours 6 6 6 6 7 31 
Time on tours 23 min 28 min 66 min 92 min 64 min 4 hr 
33 min 
Average duration 4 min 5 min 11 min 15 min 9 min 9 min 
Proportion of time 7"/, 8% 19% 28% 22% 17% 
Length of Activities 
Proportion of activities lasting less 66% 72% 70% 69% 52% 66~ 
than 9 minutes 
Proportion lasting longer than 60 minutes 3% 0% 0% O~ 0% 1~ 
APPEilOIX C(5) 169 
CHRO~IOLOGY RECORD 
ASSISTANT PRINCIPAL #5 
Categor:l Dal 1 Dal 2 Dal 3 Dal4 Dal 5 Total 
Total hours worked 371 min 371 min 395 min 473 min 336 min 32 hr 
26 min 
Hours of evening events (inc11Jded) a min a min a min a min a r:1in o hr 
Hours in travel to outside events a min o min o min 15 min a min 15 min (not included) 
Total number of activities 50 58 66 42 43 259 
Total amount of mail 9 19 29 14 15 36 
Average amount of mail processed per day 17 
Oesk Work 
Number of sessions 4 9 8 9 8 38 
Time on desk work 32 min 39 min 38 min 146 min 98 min 5 hr 
53 min 
Average duration 8 min 4 min 5 min 16 mi n 12 min 9 min 
Proportion of time 9% 11% 10% 31% 29% 18% 
Telephone Calls 
Number of calls 9 5 6 6 2 28 
Time on telephone 13 min 16 min 10 min 9 min 5 min 53 min 
Average duration 1 min 3 min 2 min 2 min 3 r.ti n 2 min 
Proportion of time 3% 4~ 3% 2% 1" .~ 3% 
Scheduled Meetings 
Number of meetings 0 0 3 3 1 7 
Time in meetings a min a min 56 min 173 min 8 min 4 hr 
7 min 
Average duration o min o min 22 min 58 min 8 min 35 min 
Proportion of time 0% 0% In 37% 2% 13% 
Unschedu 1 ed r·leeti ngs 
Uumber of meetings 21 25 33 12 18 109 
Time in meetings 173 min 133 min 186 min 62 min 108 min 11 hr 
2 min 
Average duration 24 min 5 min 6 min 5 min 6 min 5 min 
Proportion of time 47% 36% 47% 13% 32~ 34% 
Tours 
Numbers of tours 16 19 16 12 14 97 
Time on tours 172 min 194 min 116 min 103 min 128 min 11 hr 
53 min 
Average duration 10 min 10 min 7 min 9 min 9 min 9 min 
?roportion of time 46'~ 52% 29% 22% 38~ 31'% 
Length of Activities 
Proportion of activities lasting less 58% 74% 83~ 71% 65% 71~ 
than 9 minutes 
Proportion lasting longer than 60 minutes 2% 0% 0% 2% 0·' .~ H 
Appendix D 
Mail Input Records 
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I~AI L RECORD, INPUT 
ASSISTANT PRINCIPAL #1 
Categorz: Da,)! 1 Da,l! 2 9az: 3 Da!! 4 Da!! 5 Total 
Number pieces received 12 14 32 16 6 80 
Fonn of Input 
Note 25% O~ 6% 13~ 17% 10% 
Form 42% 64% 56% 6% 33% 44% 
Memo 0% 0% 9% 6% 0% 5% 
Letter 8% 7% 6% 6% 0% 6% 
Paper 0% 0% 0% 0% 0% 0% 
Report 25% 0% 16% 44% 50% 23% 
Brochure 0% 0% 0% 0% 0% 0% 
Book 0% 0% 0% 0% 0% 0% 
Handbook 0% 0% 0% 0% 0% 0% 
Courtesy copy 0% 14% 0% 6% 0% 4% 
Newsletter 0% 0% 0% 0% 0% 0% 
Periodical 0% 7% 3% 6% 0% 4% 
Clipping 0% 0% 0% 0% 0% 0% 
Carbon copy of letter, memo, fonn, or note 0% 7% 3% 13% Or. 5% 
Forwarded ietter or memo 0% 0% 0% 0% 0% 0% 
Miscellaneous 0% 0% 0% 0% 0% Or. 
Attention 
Glance 8% 21% 63% 31% 17% 38% 
Skim 75% 64% 22% 25% 67% 41% 
Read 17% 14% 16% 44% 0% 20% 
Study 0% 0% 0% 0% 0% 0% 
Write 0% 0% 0% 0% 17~ 1% 
Proof 0% 0% 0% 0% 0% 0% 
Sender 
External board Or. 0% 0% 0% 0% 0% 
Director 0% 0% 0% 0% 0% 0% 
District support 33% 0% 13% 13% 50% 16~ 
Superior 25% 21% 3% 6% O~ 10% 
Subordinate A 33% 64% 72% 63% 33% 60% 
Subordinate B 0% 0% 0% 6% 0% 1% 
Peer A 0% 7% 3% 0% 0% 3% 
Peer B 0% 0% 0% C% 0% 0% 
Peer C 0% 0% 0% 0% 0% 0% 
Client 0% .. ", I" 3% 0% 17% 4% 
Trade organization 0% 0% 0% 13% 0% 3% 
Supplier or associate 0% 0% 6% 0% 0% 3% 
Publisher 0% 0% 0% 0% 0% 0% 
Government 8% 0% 0% 0% 0% 1% 
Independent 0% 0% 0% O~ 0% 0% 
Purpose of Input Mail 
Acknowledgments 0% 14% 3% 0% 17% 5% 
Status requests 0% 0% 0% 0% 0% 0% 
Solicitations 8% 0% 9% 6% 17% 8% 
Authority requests 17% 43% 53% 31% 0% 38% 
Total requests 25": 57~ 65~ 37~ 34% sa; 
Reference data 58% 36~ 31% 38% 0% 35% 
General reports 0% 0% 0% 0% 50% 4% 
Periodical ne\~s 0% 7% 3% 6% 0% 4\: 
Events 0% 0% 0% 0% 0% 0% 
Reports on operations O~ 0% O~ 0% 0% O~ 
Advice on situations 0% O~ O~ 0% 0% 0% 
PrOblems and pressures 8% 0% 0% 19% 17% 6% 
Ideas 8: 0% 0% 0% 0% 1~ 
Total information 74% 4"'" ~'" 34~ 6"" .l .• 67~ 50% 
Total miscellaneous . 0% 0% 0% 0% 0% 0% 
APPENDI~ 0(2) 172 
r~AIL RECORD, INPUT 
ASSISTANT PRINCIPAL #2 
Categorl Dal 1 Dal 2 Da~ 3 Dal 4 Dal 5 Total 
Number pieces received 12 8 11 9 9 49 
Form of Input 
Note 17% 0% 9~ 11% 0% 8% 
Form 8% 0% 55~ 0% 22~ 18% 
Memo 17% 13% 9% 0% 0'; 8% 
Letter 8% 25% 9% 0% 11% 10% 
Paper 0% 0% 0% O~ 0% 0% 
Report 8% 13% 0% 0'% 0% 4% 
Brochure 0% 13% 0% 0% 0% 2% 
Book 0% 0% 0% 0% 0% 0% 
Handbook 8% 0% 0% 0% 0% Z% 
Courtesy copy 8% 0% 0% 0% 0% 2% 
Newsletter 0% 25% 0% 0% 0% 4% 
Periodical 17% 13~ 9% 44% 22% 20% 
Clipping 0% 0% 0% 0% 0% 0% 
Carbon copy of letter, memo, form, or note 0% 0% 0% 0% 22% 4~ 
Forwarded letter or memo 0% 0% 0% 33~ 22% 10% 
Miscellaneous 8% 0% 9% 11% 0% ~., OfJ 
Attention 
Glance 58% 0% 9% 75% 22% 33% 
Skim 0% 25% 9% 22% 22% 14% 
Read 42% 75% 82% 11% 56% 53% 
Study- 0% 0% 0% 0% 0% 0% 
Write 0% 0% 0% 0% 0% 0% 
Proof 0% 0% 0% 0% 0% 0% 
Sender 
External board B% 38% 9% 0% 0% 10% 
Director 0% 0% 0% 0% 0% 0% 
District support 0% 13% 0% 22% 0% 65~ 
Superior 8% 25% 0% 22% 22% 14% 
Subordinate A 50% 0% 73% 33% 33% 41% 
Subordi nate B 0% 0% 0% 0% 0% 0% 
Peer A 0% 0% 0% O~ 0% 0% 
Peer B 0% 0% 0% 0% 0% 0% 
Peer C 0% 0% 0% 0% 0% !l% 
Client 25% 0% 9% 0% llt 10% 
Trade organization 0% 25% 0% 0% 11% 6% 
Supplier or associate 8% 0% 9% 11~ 11% 8% 
Publisher 0% 0% 0% 0% 0% o~ 
Government 0% 0% 0% 11% 11% 4% 
Independent 0% 0% 0% 0% 0% 0% 
Purpose of Input ~ai1 
Ackno\~l edgments 8% 0% 0% O·y, 0% 2% 
Status requests 25% 0% 0% 0% 0% 8% 
Solicitations 8% 13% 9% 0% 22% 10~ 
Authority requests 8% 0% 0% 0% 0% 2% 
Total requests 49% 13% 9% 0% 22% 22% 
Reference data 25% 13% 0% 33~ 11% 15~ 
General reports 0% 38% 0% 0% 0% 6::: 
Periodical news 17% 38% 9% 44% 2"" &.10 24% 
Events 0% 0% 73% 11% 11% 20% 
Reports on operations 0% ot 0% 0% Ot 0% 
Advice on situations O~ 0% 0% 0% ll~ 2% 
Problems and pressures 8% 0% 9% 11% 11 ~ 8% 
Ideas 0% 0% 0% (1% 0% 0% 
Total information 50% 29% 9'~ 100% 66% 76% 
Total miscellaneous 0% 0% 0% 0% 11~ 2% 
APPENDIX [1(3) 173 
HAIL RECORD. INPUT 
ASSISTANT PRINcIPAL #3 
Cat~or:t: Da:t: 1 Oa:z: 2 Oa:t: 3 Dar: 4 Dal! 5 Total 
Number pieces received 60 6 12 5 20 103 
Fonn of Input 
Note 71. O~ 17% 0% 0% 6% 
Fonn 23% 83% 50% 100% 30% 35% 
Memo 0% 0% 0% 0% 25% 5% 
Letter 0% 0% 0% 0% 5% 1% 
Paper 0% 0% 0% 0% 0% 0% 
Report 2% 0% 0% 0% 0% 1% 
Brochure 0% 0% 0% 0% 0% 0% 
Book 0% 0% 0% 0% 0% 0% 
Handbook 0% 0% 0% 0% 0% 0% 
Courtesy copy 0% 0% Or, 0% 5% 1% 
News letter 0% 0% 0% 0% 5~ 1% 
Periodi ca 1 0% 0% 0% 0% 0% Or. 
Clipping 0% 0% 0% Or. 0% 0% 
Carbon copy of letter, memo, fonn, or note 68% 17% 17% 0% 5% 44% 
Forwarded letter or memo 0% 0% ort o~ 0% 0% 
Mi sce11aneous 0% 0% 17.~ 0% 25% 7% 
Attention 
Glance 68% 17% 0% 0% 15% 44% 
Skim 8% 17% 0% 0% 30% 12% 
Read 22% 6n 100% 100% 50% 43% 
Study 2% 0% 0% 0% 0% 1% 
Write 0% 0% 0% 0% 0% 0% 
Proof 0% 0% 0% 0% 5% 1% 
Sender 
External board 0% 0% 0% 0% 0% 0% 
Director 0% 0% 0% 0% 0% O~ 
District support 0% 0% 0% 0% 1-" 3% :' ... 
Supel"ior 0% 0% 8% 0% 10% 3% 
Subol"dinate A 100% 100% 92% 100% 60% 91~ 
Subordi nate B 0% 0% 0% Oil 0% 0% 
Peer A 0% 0% 0% 0% 0% Or. 
Peer B 0% 0% 0% 0% 0% 0% 
Peer C 0% 0% 0% 0% 0% 0% 
Client 0% 0% 0% 0% 5% 1% 
Trade organization 0% 0% 0% 0% 10% 2% 
Supplier or associate 0% O~ 0% 0% 0% Or. 
Publisher 0% 0% 0% O~ 0% 0% 
Government 0% 0% 0% Ot 0% 0% 
Independent 0% 0% 0% Or. 0% 0% 
Purpose of Input Mail 
Acknowledgments 0% 0% 0% 0% 0% 0% 
Status requests 2% 0% 0% 0% 10% 3% 
Sol icitations 0% 0% 0% 0% 15% 3% 
Authority requests 17% 17% 67% 80% 10% 24% 
Totai requests 19% 17~ 67% 80% 35~ 30% 
Reference data 80% 17% 3~'" O~ 30% 57% wID 
General reports 0% 0% 0% 0% 0% 0% 
Periodical news ot 0% 0% 0% 5t 1% 
Events O~ 0% 0% O~ lOt 2% 
Reports on operations 0% 0% o~ 0% 0% 0" " Advice on situations 0% 0% 0% 0% 0% 0% 
Problems and pressures 2% 67% 0::; 20% 20% 10% 
Ideas O~ 0% 0% 0% 0% 0% 
Total infonna ti on 82% 84% 33% 20% 65% 70% 
Total miscellaneous 0% 0% 0% O~ . 0% 01 
JI.PPENDIX 0(4) 174 
MAIL RECORD, INPUT 
ASSISTANT PRINCIPAL #4 
I 
Category Da~ 1 Oal 2 Oal 3 Da:t 4 Da:t 5 Total 
Number pieces received 20 31 13 33 16 113 
ForT.! of Input 
Note 15% 19% 31% 3% 13% 14% 
ForT.! 25% 32% 8% 21% 38% 27% 
r·lemo 10% 10% 15% 15% 13% 12% 
Letter 0% 3% 8% 9% 0% 4% 
Paper 0% 0% 8% 0% 0% 1% 
Report 5~ 0% 0% 0% 0% 1% 
Brochure 5% 0% 8% 6% O~ 4% 
Book 0% 0% 0% 3% 0% 1% 
Handbook 0% 0% 0% 3% 0% U 
Courtesy copy 20% 10% 0% 3% 0% 7% 
Newsletter 10% 3% 0% 3% 6% 4% 
Periodical 0% 3% 8% 6% 13% 5% 
Clipping 0% 0% 0% 0% 0% 0% 
Carbon copy of letter, memo, form, or note 0% 0% 0% 9% 0% 3% 
Forwarded letter or memo 0% 0% 8% 0% 6% 2% 
r~i sce11aneous 10% 19% 8% 12% 13% 13% 
Attention 
Glance 30% 29% 23% 21% 13% 26% 
Skim 40% 16% 8% 48% 25% 30% 
Read 25% 55% 69% 24% 63% 43% 
Study 5% 0% 0% 0% 0% 1% 
Write 0% 0% 0% 0% 0% 0% 
Proof 0% 0% 0% 0% 0% 0% 
Sender 
External board 0% 0% 0% 0% 0% 0% 
Director 0% 0% 0% 0% 0% 0% 
District support 10% 6% 8% 12% 19% 11% 
Superior 0% 10% 8% 12% 13% 9% 
Subordinate A 45% 65% 46% 39% 63% 51% 
Subordinate B 0% 0% 0% 0% 0% 0% 
Peer A 10% 0% 15% 3% 0% 4% 
Peer B 10% 0% 0% 0% 0% 2% 
Peer C 0% 0% 0% 0% 0% 0% 
Client 5% 3% 8% 0% 0% 3% 
Trade organization 15% 13% 0% 27% 6% 15% 
Supplier or associate 5% 0% 15% 0" _IG 0% 1;'" _IG 
Pub1 i sher 0% 0% 0% 0% 0% O~ 
Government 0% 0% 0% 0% 0% 0% 
Independent 0% 3% 0% 0% 0% U 
Purpose of Input Mail 
Acknowledgments 0% 10% 23% 3% 0% 6% 
Status requests 5% 3% 8% 0% 0% 3% 
Solicitations 15% 10% 8% 27% 0% 14% 
Authority requests 5% 32% 0% 12% 38% 18% 
Total requests 25% 55% 39% 42% 38% 41% 
Reference data 50% 32% 38% 36% 31% 37% 
General reports 0% 0% 0% 0% 6% 1% 
Periodical news 5% 3% 8% 9% 19% 8% 
Events 1 ~., .10 10% 0% 6% O~ -Of 1,0 
Reports on operations 0% 0% 0% 0% 0% 0% 
Advice on situations 5% 0% 0% 0% 6% 2% 
Proble~s and pressures 0% 0% 0::: O~ 0% 0% 
Ideas 0% 0% 15% 6% 0% 4% 
Total information 75% 451- 61% 5;% 62~ 59% 
iota1 miscellaneous 0% 0% 0% 0% 0% 0% 
APPENDIX 0(5) 175 
MAIL RECORD. INPUT 
ASSISTANT PRINCIPAL #5 
Categorl:: Dal:: 1 Da:! 2 Da~ 3 Dal 4 Dal 5 Total 
Number eieces received 8 13 17 10 6 54 
Fom of In~ut 
Note 25% 0% 6% 0% 17% 7~ 
Fonn 25% 46% 59% 30% 33'; 43% 
Memo 0% 0% 12% 50% 0% 13% 
Letter 0% 0% 0% 0% 0% 0% 
Paper 0% 0% 0% 0% 0% 0'; 
Report 13% 0% 0% 0% 0% 2% 
Brochure 0% 8% 0% 0% 0% 2% 
Book 0% 0% 0% O~ 0% OX 
Handbook 0% 8% 0% 0% 0% 2% Courtesy copy 13% 15% 0% 0% 0% 6% 
tlews1etter 0% 8% 0% 0% 0% 2% 
Periodical 25% 8% 6% 0%' 1n 9% Clipping 0% 0% 0% 0% 0% 0% 
Carbon copy of letter, memo, fom,or note 0% 0% 0% 0% 17% 2% 
FOr"flarded 1e tter or memo 0% 8% 0% 0% 0% 2% 
11isce11aneous 0% 0% 18% 20% 17% 11% 
Attention 
Glance 38% 46% 18% 40% 33% 33% 
Skim 13% 8% 29% 30% 17% 20% 
Read 50% 46% 53% 30% 50% 46% 
Study 0% 0% 0% 0% 0% 0% 
Write 0% 0% 0% 0% 0% 0% 
Proof 0% 0% 0% 0% 0% 0% 
Sender 
External board 0% 0% 0% 0% 0% 0% Director 0% 0% 0% 0% O?; 0% District support 0% O~ 6% 0% 17% 4% Superior 0% 23% O~ 40% 0% 13~ Subordinate A 75% 38% 88% 50% 83% 67% Subordinate B 0% 0'; 0% 0% 0% 0% Peer A 0% 0% 0% 0% 0% 0% Peer B 0% 15% 0% 10% 0% 6% Peer C 0% 0% 0% 0% 0% 0% Client 13% 8% 6% 0% 0% 6% Trade organization 0% 0% 0% 0% 0% 0% Supplier or associate 0% 8% 0% 0% 0% 2% Pub1; sher 0% 0% 0% 0% 0% O~ Government 0% 8% 0% 0% 0% 2% Independent 13% 0% 0% 0% 0% 2% 
Purpose of Input Mail 
Acknowledgments 13% 0% 0% Q% 0% 2% Status requests 0% 0% 0% 0% 0% 0% Solicitations 0% 8% 0% 0% 0% ?'" ... '" Authority requests 0% 23% 12% 0% 0% 9% Total requests 13% 31$ 12% 0% 0% 1"'" oJ 10 Reference data 38% 46% 35% 90% 50% 48% General reports 0% 0% 0% 0% 0% 0% Periodical news 25% 15% 6% 0% 17% 11% Events 0% 0% 0% 0% 0% 0% Reports on operations 0% 0% 0% 0% 0% 0% Advice on situations 0% 0% 0% 0% 0% 0% Probiems and pressures 25~ 8% 47% 20% 33% 28% Ideas 0% 0% 0% 0% 0% 0% Total information 88% 69% 88% lOO~ 100% 87":; 
Total miscellaneous 0% 0% 0% 0% 0% 0% 
Appendix E 
Mail Output Records 
....... 
APPENDIX E( 1) 177 
MAl L RECORD, OUTPUT 
ASSISTANT PRIlICIPAL #1 
Cat~or~ Da~ 1 Da:l 2 Dav 3 Da~ 4 Da~ 5 Total 
Number reactions to inputs 5 1 5 5 2 18 
NUr.1ber sel f-initiated 4 5 4 7 a 28 
Total output 9 6 9 12 10 46 
Output as percent of input 75% 4"'" w4 28~ 75% 167% S8% 
Self-initiated as percent of output 44~ 8"'" oJ'" 44% 58~ 80~ 61% 
Form of Out2ut '·lail 
Note lU 0% 0% 25% 0% Q'" .", 
Fonn 11% 67% 67% 50% 50% 48% 
Memo 33% 0% 22% 8% 10% 1 '5% 
Letter 11% 33% 0% 8% 20" 13% 
Paper 0% 0% 0% 0% 0% 0% 
Report 33% 0% 11% 0% 0% 9% 
Brochure 0% 0% 0% 0% 0% 0% 
Book 0% 0% 0% 0% 0% 0% 
Handbook 0% 0% 0% 8% 0% 2% 
Courtesy copy 0% 0% 0% 0% 0% 0% 
tlewslett~r 0% 0% o~ 0% 0% 0% 
Periodical 0% 0% Ot O~ 0% 0% 
Clipping 0% 0% 0% 0% O~ 0% 
Carbon copy of letter, memo,o,' note 0% 0% 0% 0% 20% 4% 
Forwarded items 0% 0% 0% 0% 0% O~ 
r~i scellaneous 0% 0% 0% 0% 0% 0% 
Target of Output Mail 
External board 0% 0% 0% 0% 0% Q% 
Director 00:; 0% 0% 0% 0% 0% 
District support 0% 0% 11% 0% 20% 71, 
Superior 0% 0% 0% 0% 0% 0% 
Subordi nate A 56% 83% 56~ 92% 50% 6i~ 
Subordinate B 0% 0% 0% 0% 0% 0% 
Peer A l1'l; 0% 2?'" .,0 0% 0% 7% 
Peer B 22% 0% 0% 0% 0% 4% 
Peer C 0% 0% 0% 0% 0% O~ 
Client 11% 171, lH B% 30% lS~ 
Trade a~anization O~ 0% 0% 0% 0% 0% 
Supplier or associate 0% ,.'" 0% 0% 0% 0% 'no 
Publ i sher O~ 0% 0% 0% 0% 0% 
Government 0% 0% 0% O~ 0% 0% 
Independent 0% 0% 11% 0% 0% 2% 
Purpose of Output Mail 
Acknowledge input 0% O~ OX 0% 0% 0% 
~rite to third party re: input. decision. O~ O'.t 0% 0% O~ O~ 
situation 
Reply to information received O~ 0% O~ 17~ 0% 4% 
Forward information to subordinate 22~ In 22% 3% O~ 1~" :-,. 
Reply to written request 11% 0% 11% 0% lC~ 7" ... 
Forward request to subordinate 0% 17% 0'; 0% at 2~ 
Acknowledge or reply to verbal contact 0% 0% 0% 0% 10% 2% 
ilrite report O~ 0% 0% 0% 0% 0'; 
Originate note, letter,or ~o 33% 17% 0% 33~ 40% 26% 
Originate miscellaneous 33% SO% 67% 42% 40% 46:~ 
Forward to non-subordinate 0% 0% O~ 0% 0% 0% 
APPENDIX E(21 178 
MAIL RECORD. OUTPUT 
ASSI STANT PRIrICI PAL #2 
Categor:z: Da~ 1 Da:z: 2 Da:l 3 Da:l 4 Da:l 5 Total 
Number reactions to inputs 6 0 2 0 1 ~ 
Number self-initiated 0 3 4 1 0 3 
Total output 6 3 6 1 1 17 
Output as percent of input 50~ 38% 55% 11% 11% 35~ 
Self-initiated as percent of output 0% 100% 67% 100% 0% 47% 
Form of Output Mail 
Note 17% 0% 33% 0% 0% 17% 
Form 50% 0% 0% 0% 100% 24% 
Memo 17% 33% 33% 100% 0% 29% 
Letter 0% 0% 0% 0% 0% 0% 
Paper 0% 0% 0% 0% 0% 0% 
Report 0% 0% 0% 0% 0% 0% 
Brochure 0% 0% 0% 0% 0% 0% 
Book 0% 0% 0% 0% 0% 0% 
Handbook 0% 33% 17~ 0% 0% 12% 
Courtesy copy 0% 33% 0% OI 0% 6% 
Newsletter 0% 0% 0% 0% O~ 0:1: 
Periodical 0% 0% 0% 0% 0% 0% 
Clipping 0% 0% 0% 0% 0% 0% 
Carbon copy of letter. memo or. note 0% 0% 0% 0% 0% 0% 
Forwarded items • 0% 0% 0% OX 0% 0% 
Mi scellaneous 17% 0% 17% 0% 0% 12% 
Target of Output Mail 
External board 33% 0% 0% 0% 0% 12% 
Director 0% 0% 0% 0% 0% 0% 
District support 0% 0% 17% 0% 0% 6% 
Superior 0% 33% 1n 0% 100% 16% 
Subordi nate A 67% 100$ 0% 100% 0% 47% 
Subordinate B 0% Or. 67% O~ 0% 24% 
Peer A 0% 33% 0% 0% 0% 7% 
Peer S 0% 0% 0% 0% 0% 0% 
Peer C 0% 0% 0% 0% 0% 0% 
Client 0% 0% 0% 0% 0% 0% 
Trade organization Or. 0% 0% 0% 0% 0% 
Supplier or associate 0% 0% 0% 0% 0% 0% 
Publ i she," 0% 0% 0% 0% 0% 0% 
Government 0% 0% 0% 0% 0% O~ 
Independent 0% 0% 0% 0% 0% 0% 
Purpose of Output Mail 
Acknowledge input 0% 0% O~ 0% 0% 0% 
Write to third party re: input, decision. 0% 0% 0% O~ 0% 0% 
situation 
Reply to information received 0% 0% 17% 0% 0% 6% 
Forward information to subordinate 17% 0% 1 "Of 0% 0% l2~ 110 
Reply to written request 0% 0% 0% 0% 0% 0% 
Forward request to subordinate 50% 0% 0% 0% O~ 18% 
ACknowledge or reply to verbal contact C% 0% 0% 0% 0% 0% 
Write report 0% 0% 0% 0% 0% 0% 
Originate note. letter.or memo 0% 67% 50% 100% 0% 35% 
Originate miscellaneous 17% "'AOf 17% 0% 100% 211 '" ol':'-,o ~'
Forward to non-subordinate 17% 0% 0% 0% 0% 6~ 
APPENDIX E(3) 179 
MAl L RECORD, OUTPUT 
ASSISTANT PRWCIPAL #3 
Categorl Dal 1 Dal 2 Dal 3 Dal 4 Day 5 Total 
Number reactions to inputs 3 7 11 5 5 31 
Number self-initiated 8 4 1 3 3 19 
Total output 11 11 12 8 8 50 
Output as percent of input l8~ 183% 100% 160% 40% 49% 
Self-initiated as percent of output 73% 36% 8% 38% 38% 38% 
Form of Output Mail 
Note 0% 18% 8% 0% 0% 6% 
Form 64% 55% 58% 75% 88% 66% 
Memo 0% 0% 0% 0% 0% 0% 
Letter 36% 27% 33% 13% 0% 24~ 
Paper 0% 0% 0% 0% 0% 0'; 
Report 0% 0% 0% 0% 0% 0% 
Brochure 0% 0% 0% 0% 0% 0% 
Book 0% 0% 0% 0% 0% 0% 
Handbook 0% 0% 0% 13% 0% 2% 
Courtesy copy 0% 0% 0% 0% 0% 0% 
Newsletter 0% 0% 0% 0% 0% 0% 
Periodical 0% 0% 0% 0% 0% O~ 
Clipping 0% 0% 0% 0% 0% 0% 
Carbon copy of letter, memo, or note 0% 0% 0% 0% 0% 0% 
Forwarded ; terns 0% 0% 0% 0% 0% O~ 
l'li scel1aneous 0% 0% 0% 0% 13% 2% 
Target of Output Mail 
External board 0% 0% 0% 0% 0% 0% 
Director 0% 0% 0% 0% 0% 0% 
District support 0% 0% 0% 0% 0% 0% 
Superior 0% 0% 0% 0% Q% 0% 
Subordinate A 73% 82% 6n 75% 100% 78% 
Subordinate B 0% 0% 0% 0% 0% 0% 
Peer A 0% 0% 0% 0% 0% 0% 
Peer B 0% 0% 0% 0% 0% 0% 
Peer C 0% 0% 0% 0% 0% 0% 
Client 36% 18% 3?'" "" 13% 13% 24% Trade organization 0% 0% 0% 0% 0% O~ 
Supplier or associate 0% 0% 0% 13%' 0% 2% 
Publisher 0% 0% 0% 0% O~ 0% 
Government 0% 0% 0% 0% 0% 0% 
Independent 0% 0% 0% 0% 0% 0% 
Purpose of Output Mail 
Acknowledge input 0% 0% 0% 0% 0% 0% 
Write to third party re: input. deciSion, 0% 0% 0% 0% 0% 0% 
situation 
Reply to information received 9% 45% 8% 0% 38% 20% 
Forward info~ation to subordinate 0% 0% 0% 0% O~ 0% 
Reply to written request 18% 0% 50% 50% 13% 26% 
Forward request to subordinate 0% 0% 0% 0% 0% 0% 
J1.cknowledge or reply to verbal contact 0% 0% 0% 13% 0% 2::: 
Write report 0% 0% 0% 0% 0% 0% 
Originate note, letter, or memo 36% 27% 33% 13~ 0% 24% 
Originate miscellaneous 36~ 27% 8% 25% 50% 28% 
Forward to non-subordinate 0% 0% 0% 0% 0% 0% 
APPENDIX E(4) 180 
MAIL RECORD, OUTPUT 
ASSISTANT PRINCIPAL #4 
Categor:t Dal 1 Dal 2 Dal 3 Dal 4 Dal 5 Total 
Number reactions to inputs 1 4 0 14 6 25 
Number self-initiated 2 5 3 2 0 12 
Total output 3 9 3 16 6 37 
Output as percent of input 15% 29% 23% 48% 38% 33% 
Seif-initiated as percent of output "67% 56% 100% 13% 0% 32~ 
Form of Output r~ail 
Note 33% 67% 100% 0% 17% 30% 
Form 33% 0% 0% 38% 83% 32% 
14emo 33% 11% 0% 0% 0% 5% 
Letter 0% 11% 0% 0% 0% 3% 
Paper 0% 0% 0% 0% 0% 0% 
Report 0% 0% 0% 0% 0% 0% 
Brochure 0% 0% 0% 0% 0% 0% 
Book 0% 0% 0% OX 0% 0% 
Handbook 0% 0% 0% 0% 0% 0% 
Courtesy copy 0% 0% 0% 0% 0% 0% 
Newsletter 0% 0% 0% 0% 0% 0% 
Periodical 0% 0% 0% 0% O~ 0% 
Clipping 0% 0% 0% 0% 0% 0% 
Carbon copy of 1 etter, memo, or note 0% 0% 0% 0% 0% 0% 
Forwarded items 0% 11% 0% 63% 0% 30% 
Miscellaneous ,0% 0% 0% 0% 0% 0% 
Target of Output Mail 
External board 0% 0% 0% 0% 0% 0% 
Director 0% 0% 0% 0% 0% 0% 
District support 0% 0% 0% 6% 0% 3% 
Superior 0% 11% 0% 6% 0% 5% 
Subordi nate A 67% 100% 100% 88% 100% 92% 
SubOrdinate B 0% 0% 0% 0% 0% 0% 
Peer A 0% 11% 0% 0% 0% 0% 
Peer. B 0% 0% 0% 0% 0% 0% 
Peer C 0% 0% 0% 0% 0% 0% 
Client 0% 0% 0% 0% 0% 0% 
Trade organization 33% 0% 0% 0% 0% 3% 
Supplier or associate 0% 0% 0% 6% 0% 3% 
Publisher 0% 0% 0% 0% 0% 0% 
Government 0% 0% 0% 0% 0% 0% 
Independent 0% 0% 0% 0% 0% 0% 
Purpose of Output Hail 
Acknowledge input 0% 0% 0% 0% 0% 0% 
Write to third party re: input. deciSion, 0% 0% 0% 0% 0% 0% 
situation 
Reply to information received 0% 11% 0% 0% 0% 3% 
Forward infonnation to subordinate O~ 0% 0% 56% 0% 24% 
Reply to written request 33% 0% 0% i9% 100% 27% 
Forward request to subordinate 0% 33% 0% 6% 0% 11% 
Acknowledge or reply to verbal contact 33% 44% 6"" 0% O~ 19% ,'" 
Write report 0% 0% 0% 19% 0% 8% 
Originate nota, lette~or memo 33% 11% 33% 0% 0% 8% 
Originate miscellaneous 0% 0% 0% 0% 0% 0% 
Fordard to non-subordinate 0% 0% 0% 0% 0% 0% 
APPENDIX E(5) 181 
MAIL RECORD, OUTPUT 
ASSISTANT PRINCIPAL #5 
Categorl Da~ 1 Da:z: 2 Da:z: 3 Da:z: 4 Dal 5 Total 
Number reactions to inputs 0 3 2 2 5 12 
Number self-initiated 1 3 10 2 4 20 
Total output 1 6 12 4 9 32 
Output as percent of input 13% 46% 71% 40% 150% 59% 
Self-initiated as percent of output 100% 50% 83% 50% 44% 63% 
Form of Output fAa;l 
Note 0% 0% 8% 0% 22% 9% 
Form 100% 100% 92% 50% 56% 78% 
11emo 0% 0% 0% 50% 0% 6% 
Letter 0% 0% 0% 0% 11% 3% 
?aper 0% 0% 0% 0'; 0% 0% 
Report 0% 0% 0% 0% 0% 0% 
Brochure 0% 0% 0% 0% 0% 0% 
Book 0% 0% 0% 0% 0% 0% 
Handbook 0% 0% 0% 0% 0% 0% 
Courtesy copy 0% O~ 0% O~ 0% 0% 
Newsletter 0% 0% 0% 0% 0% 0% 
Periodical 0% 0% 0% 0% 0% 0% 
Clipping 0% 0% 0% 0% O~ 0% 
Carbon copy of letter, mem~ or note 0% 0% 0% 0% 0% 0% 
Forwarded i terns 0% 0% 0% 0% 0% O~ 
Hi scellaneous 0% 0% 0% 0% '11% 3% 
Target of Output Mail 
External board 0% 0% O~ 0% 0% 0% 
Director 0% 0% 0% 0% 0% 0% 
District support 0% 0% 0% 0% 0% 0% 
Superior 0% 0% 0% 0% 0% 0% 
Subordinate A 100% 100% 100% 100% 100% 100% 
Subordinate B 0% 0% 0% 0% 0% O~ 
Peer A 0% 0% 0% 0% 0% 0% 
Peer B 0% 0% 0% 0% 0% 0% 
Peer C 0% 0% 0% 0% 0% 0% 
Client 0% 0% 0% 0% 0% 0% 
Trade organization 0% 0% 0% 0% 0% 0% 
Supplier or associate 0% 0% 0% 0% 0% O~ 
Publisher 0% 0% 0% 0% 0% 0% 
Government 0% 0% 0% .0% 0% O~ 
Independent 0% 0% 0% 0% 0% 0% 
Purpose of Output r"ai1 
Acknowledge input 0% 0% 0% 0% 0% 0% 
~rite to third party re: input, decision, 0% 0% 0% 0% 0% 0% 
situation 
Reply to information received 0% 33% 8% Ct 0% 9;' 
Forward information to subordinate 0% 0% 0% 25% 11% -01 0", 
Reply to written request 0% 17% 8~ 0% 0::; 6% 
Forward request to subordinate O~ 0% 0% O~ 44% 13% 
Acknowledge or reply to verbal contact 0% 0% 0% 0% 0% 0% 
Write report 0% 0% 0% 0% 0% 0% 
Originate note, 1etter,or memo 0% 0% 8% 0% 0% 3% 
Originate miscellaneous 100% 50% 75% 75% 44% 63% 
Forward to non-subordinate 0% 0% 0% 0% 0% 0% 
Appendix F 
Contact Records 
Category 
Total time in verbal contact 
Total number of verbal contacts 
APPENDIX F(l) 
CONTACT RECORD 
ASSISTANT PRINCIPAL #1 
Day 1 Day 2 Dav 3 Day 4 Day 5 Total 
448 min 433 min 468 min 486 min 499 min 2334 min 
53 53 72 86 74 338 
Hedia: Percent of Contacts/Percent of Time 
Telephone calls 
Scheduled meetings 
Unscheduled meetings 
Tours 
23%/8~ 25%/5% 36%/12% 29%/11% 34%/14% 
2%/8% 6%/21% 3%/20% 2%/9% 1%/5% 
45%/29% 53%/26~ 38%/27% 57%/43% 41%/36% 
31%/55% 17%/49% 24%/40% 12%/37% 24%/44% 
Size 01': Scheduled Meetings/Unscheduled r1eetings/Tours 
30%/10% 
3%/12% 
47%/32% 
21%{45% 
Percent with 2 people 54% 61% 57% 59% 57% 58% 
Percent with 3 people 15% 13% 20% 18% 12% 16% 
Percent wi th 4 people 5% 5% 2% 3% 6% 4% 
183 
Percent with more than 4 oeople 27% 20% 22% 20% 24% 22% ~~~~~~~~~~~pa~r~t~ic-i-p-an~t~s~:--Pe-r-c~en~t~of--c-on~t~a~c-ts-{-pe-r-c~e~nt~o-f-T-iM~.e~----~~--~~~-~~-:;~~~--9~~~~·~s~~~=-
External board 
Director 
District support 
Superior 
Subo rdi nate A 
Subordi nate B 
Peer A 
Peer B 
Peer C 
Client 
Trade organization 
Supplier or associate 
Pub 1 i sher 
Government 
Independent 
O%{O% 0%/0% O%{O% 2%/0% 
O%{O% O%{O% 0%/0% O~/O% 
9%/15% 13%/21% 10%/28% 13%/15% 
9%/28% 2%/10% 7%{5% 5%/11% 
60%/75% 53%/67% 44%/57% 44%/66% 
4%/1% 6%{11% 13%/10% 2%/1~ 
8%/35% 15%/23% 11%/36% 13%{15% 
0%/0% 2%/10% 0%/0% 0%/0% 
0%/0% O%{O% 0%/0% 0%/0% 
36%/52% 32X{47% 47%{65% 59%/76% 
0%/0% O%{O% 0%/0% 0%/0% 
2%/10% 4%/9% O%{O% 2%/2% 
0%/0% O%{O% O%{O% 0%/0% 
2%{6% 2%/1% 1%/5% 2%/1% 
11%/47% 4%/34% 1%/6% 1%/5% 
0%/0% 
0%/0% 
14%{28% 
5%/7% 
58%/63% 
5%{9% 
5%/6% 
O~/O% 
0%/0% 
32%/63% 
0%/0% 
1%{1% 
0%/0% 
4%{15% 
8%/11% 
Form of Initiation: Percent of Total Contacts 
AP 
Contact 
r4utua1 
Clod'. 
49% 60% 64% 55% 
49% 34% 36% 43% 
2% 6% 0% 2% 
0% 0% 00% 0% 
61% 
39~ 
0% 
0% 
Location: Percent of Contacts/Percent of Time 
Superior's office 
Manager's office 
Peer's office 
Office of s'Jbordinate 
Hall, plant, or grounds 
Elsewhere/district 
Conference or board room 
Community 
~ from Organization 
0%/0% 0%/0% 2%/1 % 0%/0% 1 %/1 % 
51%/30% 49%/24% 64%/44% 67%/56% 58%/51% 
0%/0% 0%/0% 0%/0: 0%/0% 0%/0% 
17%/27% 13%/28% 15%/7% 17%/23% 27%{25% 
31%/50% 38%/34% 21~/34% 28%/42% 24%/58% 
0%/0% 4%/11 % 0%/0% O%/O~; 0%/0% 
2%/8% 0%/0% 2%/12% 0%/0% 0%/0% 
6%/10% 2%/21% 2%/6% 0%/0% 3%{12% 
0%/0% 0%/0% O%{O% 0%/0% O%{O% 
Purpose of Contact: Percent of Contacts/Percent of Time 
Scheduling O~/O% 2%/0% 0%/0% 6%/2% 1%{1% 
Ceremony O%{O% 0%/0% 0%/0% 0%/0% 0%/0% 
External board work 0%/0% 0%/0% 3%/3% 0%/0% O~/O% 
Total secondary 0%/0% 2%/0% 3%/3% 6%/2% 1%/1% 
Status requests and solicitations 0%/0% 6%/1% 0%/0% 5%/2% 0%/0% 
Action requests 6%/3% 6%/2% 6%/2% 0%/2% 0%/0% 
Hanage rs requests 6%/1 % 8%/1 % 13%/3% 3%/1% 16%/5% 
Total requests and solicitat;ons12%/4% 20%/4% 19%/5% 8%/5% 16%/5% 
Information exchange 6%/9% 8%~8% 8%/13% 14%/7% 8%/11% 
Observational and informational 
tours 
Receiving information 
Giving infonmation 
Revi ew 
Total informational 
Strategy 
Negotiation 
Total decision-making 
Counseling 
Counseling/Discipline 
Discipline 
Total Counseiing/Discipline 
36%/55% 
25%/9% 
13%/6% 
4%/14% 
84%/93% 
4%/2% 
0%/0% 
4%/2":; 
2%/1% 
0%/0% 
0%/1% 
2%/l~ 
17%/49% 
25%/15% 
170J,/6% 
2%/10% 
69%i88% 
4%/1% 
O%/O~ 
4%/1% 
4%/3% 
4%/4~ 
0%/0% 
8%/7~ 
22%/40% 
.19%/19% 
18%/6% 
1%/1% 
68%/79% 
0%/0% 
0%/0% 
0%/0% 
3%i13% 
0%/0% 
8~/12% 
11 ~/25~ 
12%/37% 
14%/14% 
23%/8% 
1%/2% 
64%/68% 
5%/2% 
0%/0% 
5%/2% 
5%/6% 
2%/6% 
16%/19';; 
23%/31% 
24%/44% 
16~/6% 
23%/16% 
0%/0% 
71%/77% 
4%/8% 
O%/O~ 
4~{8% 
1%1i% 
1%/5% 
7%/4~ 
9~{16% 
1%/0% 
0%/0% 
12%121% 
6%{12% 
51 ~~/66~ 
6%/6% 
10%/22% 
0%/2% 
O~/O% 
43%/61% 
0%/0% 
2%/4% 
0%/0% 
2%/6% 
5%/20% 
58% 
40% 
2~ 
0% 
H/l% 
59%{42% 
0%/0% 
18%/22% 
28%/44% 
H/2% 
1%/4% 
2%/10% 
0:':/0% 
2%/1% 
OJ;/O% 
1%/1% 
3%/2% 
2%11% 
3%/1% 
9%/2% 
14%/4% 
9%/10% 
20%/45% 
19%!12~ 
200/,{8% 
1%/5% 
69%/30~ 
3%/3% 
0%/3;; 
3%/6% 
3%/6~ 
1%/3% 
7"/,!7'X 
11%/16% 
0% 0% 
0% 0% 
9% 10:; 
4% 5% 
37~ 30% 
4% 
8% 
0% 
0% 
31% 
O~ 
1% 
O~ 
2% 
3% 
3'· ., 
10% 
1% 
0% 
28% 
0% 
2% 
0% 
3% 
9~ 
APPEND!~ F(2) 
CONTACT RECORD 
ASSISTANT PRINCIPAL #2 
Cateaory Day 1 Day 2 Day 3 Day 4 Day 5 
Total time in verbal contact 426 min 378 min 
45 
336 min 343 min 535 min 
31 Total number of verbal contacts 23 47 39 
Telephone calls 
Scheduled meetings 
Unscheduled meetings 
Tours 
Media: Percent of Contacts/Percent of Time 
22~/1% 36%/8% 23~/5% 28%/8% 16%/2% 
17%/34% 9~/40% 9%/10% 5%/36% 13~/65% 
26%/5% 31%/13% 47%/24% 41%/13% 39%/4% 
35%/59% 24%/39% 21%/61% 26%{43% 32%/29% 
Size of: Scheduled Meetings{Unschedu1ed r~etings{Tours 
33% 55% 61 % 39% 
1U 17% 6% 18% 
0% 0% 3% 11% 
Percent with 2 people 
Percent with 3 people 
Percent with 4 people 
Percent with more than 4 peop 1 e 56% 28% 31 % 32% 
58% 
4% 
4~ 
35% 
External board 
Director 
District support 
Superior 
Subordi nate A 
Subordi nate 8 
Peer A 
Peer 8 
Peer C 
Client 
Trade organization 
Supplier or associate 
Publisher 
Government 
Independent 
AP 
Contact 
Mutual 
Clock 
Participants: Percent of Contacts{Percent of Time 
O%{O% O~/O% 0%/0% 8%/23% 
0%/0% O%/O~ 0%/0% 0%/0% 
O%/O~ 11%{37% 9%/7% 10%/23% 
22~{66% 4%/23% 2%{5% 8%{3% 
83%{97% 73%/93% 81%/83% 56%{66% 
9%{1% 7%/1% 2%{1% 5%/1% 
17%{38% 16%/43% 2%/5% 13%/36% 
4%{34"1, 0%/0% 2r.{15~ 0%/0% 
O%{O% 0%/0% 0%/0% 0%/0% 
35%{59% 27%/56% 32%/70% 33%/44% 
O%{O% 0%/0% 0%/0% 0%/0% 
O%{O% 0%/6% 6%/9% S%/23% 
O%{O% 0%/0% O%{O% O~/O% 
0%/0% 4~/8% 4%/9% 3%/15% 
9"1,{36% 7%/10% 9%/35% 5%{20% 
Form of Initiation: Percent of Total Contacts 
70% 
22% 
4% 
4% 
47% 
47% 
2% 
4% 
57% 
43% 
0% 
0% 
51% 
41% 
5% 
3% 
Location: Percent of Contacts/Percent of Time 
3%/20% 
0%/0% 
13%/12% 
10%/8% 
71%{67~ 
6%{5% 
10%{46~ 
O%{O% 
O~{O% 
29%{65% 
0%/0% 
0%/0% 
0%/0% 
0%/0% 
10%/61% 
48% 
42% 
6% 
3% 
----------------------------------Superior's office 
Manager's office 
Peer's office 
Office of subordinate 
Hall, plant, or grounds 
Elsewhere/district 
Conference or board room 
Community 
Awav fro~ organization 
Purpose 
13%/35% 
52%/11% 
4%{3% 
30%{20% 
30%/25% 
0%/0% 
0%/0% 
4%/34X 
0%/0% 
of Contact: 
Scheduling 9%/2% 
Ceremony 0%/0% 
External board work 0%/0% 
Total secondary 9%/2% 
Status requests and solicitations 4%/0% 
Action requests 0%/0% 
Managers requests 4%/0% 
Total requests and solicitations 8%/0% 
I nforma ti on exchange 9%/1 % 
Observational and informational 
tours 
Receiving information 
Giving information 
Review 
Total informational 
Strategy 
Negotiation 
Total decision-making 
Counseling 
Counseling/Discipline 
Discipline 
Total Counseling/Discipline 
35%{S9% 
17%/1% 
0%/0% 
13%/29% 
74%/90% 
4%/4% 
4r,/4% 
8%/8% 
0%/0% 
0%/0% 
0%/0% 
0%/0% 
0%/0% 2%/5% O%{O% 0%/0% 
64%/39% 47%/28% 56%{31% 39%/15% 
0%/3% 0%/0% 0%/0% 0%/0% 
18%{14% 38%/37%. 21%/21% 31%/47% 
20%/53% 23%/46% 28%/42~ 29%/61% 
O%{O% 2%/15% 3~/22% 0%/0% 
0%/0% 0%/0% 0%/0% 0%/0% 
4%/8% 0%/0% 0%/0% 10%{20% 
O%{O% 0%/0% 0%/0% O%{O% 
Percent of Contacts/Percent of Time 
7%{4% 0%/0% 0%/0% O%{O% 
0%/0% 0%/0% 0%/0% 3%/35% 
O%{O% O%{O% 8%/23% 6%/21% 
7%/4% 0%/0% 8%/23% 9%/56% 
4%/1% 6%{1% 10%/2% 6%{0% 
2%/0% 0%/0% 0%/0% 6%/5% 
18%/5% 13::/6% S%/l % 13%{1% 
24%/6% 19%/7% 15%/3% 25%/6% 
2%/1% 4%/2% 8'!./7'1, 6%/2% 
24~{39'!. 
13%/5% 
24;;;/29% 
4%/17% 
67%/91% 
0%/0% 
O%{O% 
O%{O% 
0%/0% 
0%/0% 
0%/0% 
0%/0% 
2a/61X 
26%/8% 
23%i10% 
4%/9% 
78%/90% 
0%/0::; 
2~.{4% 
2%/4% 
O%{O% 
0%/0% 
0%/0% 
O%{O% 
26:/43~ 
18%/4~ 
21%/5% 
O%{O% 
73%/59% 
3%/15~ 
O%{O% 
3~/15~ 
0%/0r. 
3~/1% 
OX{O~ 
3%/1% 
32~{29% 
13%/1% 
13'M7'f, 
O~/O% 
64:1/39% 
0%/0% 
0%/0% 
O%{O% 
0%/0% 
O%{O% 
O~/O% 
O~{O% 
Total 
2018 min 
185 
26%{4% 
10%{40% 
38%/11% 
26%/45% 
51% 
11% 
4% 
34% 
2%{9% 
0%/0% 
9%/15% 
8%/22% 
72%{81% 
5%{2% 
11%{35% 
1 %/1 0% 
O%{O% 
31%{59% 
O%{O% 
4"1.{7"1, 
0%/0% 
2%/4% 
8%/35% 
54% 
41% 
3% 
3% 
2'1.{8% 
52"1,{23"1, 
1%/1% 
29%/29% 
25%/46% 
1%/6% 
0%/0% 
2%{14'1. 
O%{O% 
3%/1% 
1%{9% 
3%/9% 
7%/19% 
6%/1% 
2%/1% 
11%{2% 
19%{4% 
5%/2% 
26%{45% 
18%{3% 
18%/10% 
4%/11 % 
71 %/71 ~ 
1%{3~ 
1%/1 % 
2%{4% 
0%/0% 
1%{0% 
0%/0% 
1%{0% 
Adjusted 
Contact ~ 
1% 
0% 
6% 
5% 
47% 
4~ 
n 
1% 
0% 
20% 
0% 
2% 
0% 
1% 
5% 
184 
Adjusted 
"'ime ~ 
3% 
0% 
5% 
8% 
29% 
1% 
13% 
3~ 
0% 
21% 
0% 
2% 
0% 
1% 
12% 
Category 
Total time in verbal contact 
Total number of verbal contacts 
APPENCIX F( 3) 
CONTACT RECORD 
ASSISTANT PRINCIPAL #3 
Day 1 
276 min 
60 
Day 2 
191 min 
45 
Day 3 Day 4 Day 5 
421 min 250 min 291 min 
48 46 27 
Media: Percent of Contacts/Percent of Time 
Telephone calls 
Scheduled ~eetings 
Unscheduled meetings 
Tours 
27%/8% 29%/17% 27%/7% 28~/11% 26%/4% 
5%/40% 2%/16% 17%/36% 4%/17% 11%/4% 
47%/26% 47%/43% 46%/24% 43%/45% 30%/23% 
22%/26% 22%/24% 10%/33% 24~/27% 33%/33% 
Size of: Scheduled Meetings/Unscheduled Meetings/Tours 
Percent with 2 people 
Percent with 3 people 
Percent wit~ 4 people 
Percent with more than 4 people 
68% 75% 83% 69% 55% 
9% 9% 9% 16% 25% 
5% 3% 0% 13% 5% 
18% 13% 9% 3% 15~ 
Participants: Percent of Contacts/Percent of Time 
External board 
Director 
Di strict support 
Superior 
Subordinate A 
Subordinate 8 
Peer A 
Peer B 
Peer C 
Client 
irade organization 
Supplier or associate 
Publisher 
Government 
Independent 
AP 
Contact 
Mutual 
Clock 
0%/0% O~/O% 0%/0% 0%/0% 
0%/0% 0%/0% 0%/0% 0%/0% 
0%/0% 4%/2% 2%/4% 7%/16% 
10%/42% 4%/20% 2%/18% 11%/16% 
67%/82% 64%/51% 67%/64% 56%/50% 
0%/0% 0%/0% 2%/0% 4%/12% 
13%/44% 7%/21% 13%/7% 4%/3% 
0%/0% 0%/0% 0%/0% 2%/12% 
0%/0% 0%/0% Q%/O% 0%/0% 
27%/24% 36%/57% 19%/30% 27%/21% 
0%/0% 0%/0% 0%/0% 0%/0% 
3%/1% 0%/0% 2%/18% 4%/2% 
0%/0% 0%/0% 0%/0% 0%/0% 
0%/0% 2%/1% 2%/18% 2%/7% 
5%/1% 0%/0% 2%/18% 0%/0% 
Form of Initiation: Percent of Total Contacts 
45% 
52% 
2% 
2% 
58% 
42% 
0% 
0% 
48% 
52% 
Or. 
00;; 
52% 
48% 
0% 
0% 
Location: Percent of Contacts/Percent of Time 
0%/0% 
0%/0% 
0%/0%1 
3%/29% 
67%/59% 
0%/0% 
7%/39% 
0:/0% 
0%/0% 
33ll:/29% 
0%/0% 
7%/15% 
O%/O~ 
0%/0% 
7%/16% 
63% 
37% 
0% 
0% 
Supel'ior's offi ce 3%/32% 4%/20% 0%/0% 2%/U 4%/29% 
11anager's office 73%/34% 71%/54% 85%/52% 72%/60~ 56%/37% 
Peer's office 2%/2% 4%/5% 0%/0% 0%/0% 0%/0% 
Office of subordinate 18%/30% 18%/19% 4%/4% 13%/8% 22%/5% 
Hall, plant, or grounds 12%/20% 11%/14% 4%/0% 9%/6% 15%/19% 
Elsewhere/district 0%/0% 0%/0% 0%/0% 4%/24% 0%(0% 
Conference or board room 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 
Community _ 0%/0% 0%/0% 6~/43~ 0%/0% 4%/10% 
Away from organization 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 
Purpose of Contact: Percent of Contacts/Percent of Time 
Schedu1 i ng 3%/1 % 0%/0% 2%/0% 2%/2% O%/O! 
Ceremony 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 
External board work 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 
Total secondary 3%/1% 0%/0% 2%/0% 2%/2% 0%/0% 
Status requests and solicitations 8%/3% 7%/3% 6%/1% 4%/1% 4%/1~ 
Action requests 3%/1% '4%/3% 2%/0% 2%/1% 4%/1% 
Managers requests 18%/6% 20%/10% 6%/1% 15%/5% 7%/1% 
Total requests and solicitations29%/10% 31%/16% 14%/2% 21%/7% 15%/3% 
Information exchange 8%/6% 11%/13% 17%/20% 11%/20% 0%/0% 
Observational and informational 
tours 
Receiving information 
Giving information 
Review 
Total informational 
Strategy 
Neaotiation 
Total decision-making 
Counseling 
Counseling/Discipline 
Discipline 
Total Counseling/Discipline 
22%/26% 
17%/5% 
10%/11% 
2%/29% 
59%/77% 
3%/5% 
0;';/0% 
3%/5% 
0%/0% 
5%/8% 
01':/0% 
5~/8"10 
22%/24% 
11 %. 7% 
16%/16% 
0%/0% 
60%/60% 
0%/0% 
0%/0% 
0%/0% 
0%10% 
2%/2% 
.7%/22'/, 
9%/24% 
10%/33% 
33%/22% 
15%/2% 
0%/0% 
75"1./79% 
4%/19% 
0%/0% 
4%/19% 
0%/0% 
4%/2% 
0%/0% 
4%/2% 
24%/27% 
1770/9% 
13~/8% 
0%/0% 
65%i64% 
2%/12% 
0%/0% 
2%/12% 
7%/8% 
4%/6% 
0%/0% 
11%/14% 
33%/33% 
26%/4% 
15%/20% 
4%/29% 
78%/86% 
00%/0% 
0%/0% 
O~/O% 
4%/6% 
4~/5% 
0%/0% 
8%/11% 
Total 
1429 min 
226 
27%/9% 
8~/32% 
44%/30% 
21%/29% 
71% 
12% 
5% 
12~ 
0%/0% 
0%/0% 
3%/4% 
7%/25% 
64%/62% 
1%/2% 
9%/22% 
0%/2% 
0%/0% 
27%/31% 
0%/0% 
3%/9% 
0%/0% 
1%/7% 
2~!9% 
52% 
47% 
0% 
0% 
3%/15% 
73'/./47% 
1%/1% 
15%/12% 
10%/11 % 
1%/4% 
0%/0% 
2%/15% 
0%(0% 
2%/1% 
0%/0% 
0%/0% 
2%/1% 
6%/2% 
3%/1% 
14%/4% 
23"10/7% 
11%/12% 
21%/29% 
20%/11% 
l3~!1 0% 
1 %/11 % 
66%/73% 
2%/8% 
0%/0% 
2%/8% 
2%/3% 
4%/5% 
1%l3% 
7%/lH 
185 
Adjus~~ z:djusted 
Contact ~ Time : 
C% 0% 
0% 0% 
2~ 2% 
6% 14% 
54% 36~ 
1'): 1% 
8% 13% 
C~ 1% 
O~~ 0% 
23% 18% 
0% 0% 
3% 5% 
0% 0% 
1% 4% 
2% 5% 
PPP:flDrx F(4) 
CONTACT RECORD 
ASSISTANT PRWCIPAL #4 
Category Day 1 Day 2 Day 3 Day 4 Day 5 Total 
Total time in verbal contact 235 min 286 min 293 min 162 min 251 min 1227 min 
Tota 1 numbe r of ve rba 1 contacts 23 25 25 30 28 131 
Media: Percent of Contacts/Percent of Time 
Telephone calls 
Scheduled meetings 
Unscheduled meetings 
Tours 
22%/5% 16%/2% 44%/10% 23%/7% 21%/6% 
13%/66% 20%/77% 16%/51% 0%/0% 7~/20% 
39%/19% 40%/12% 16%i16% 57%/36% 46%/48% 
26~/10~ 24%/10% 24~/23% 20%/57% 25%/25% 
Size of: SCheduled Meetings/Unscheduled fl.eetinos/Tours 
Percent with 2 people 61% 52% 43~ 74% 73% 
Percent with 3 people 11% 14% 14% 9% 9% 
Percent with 4 people 6% 0% 0% 4% 5% 
Pe rcent wi th mo re than 4 peoo 1 e 22% 33% 43% 13% 14% 
Participants: Percent of Contacts/Percent of Time 
External board 
Director 
District support 
Superior 
Subordinate A 
Subordi nate B 
Peer A 
Peer B 
Peer C 
Client 
Trade organization 
Supplier or associate 
Pub1 i sher 
Government 
Independent 
4%/37% 0%/0% 0%/0% 0%/0% 0%/0% 
4%/37% 0%/0% 0%/0% 0%/0% 0%/0% 
4%/37% 4%/1% 8%/14% 3%/2% 0%/0% 
17%/40% 8%/9% 8%/3% 7%/1% 0%/0% 
78%/56% 88%/99% 76%/78% 90%/97% 75%/79% 
0%/0% 4%/1% 12%/3% 0%/0% 0%/0% 
4%/1% 4%/9% 16%/31% 3%/1% 18%/6% 
4%/37% 0%/0% 0%/0% 0%/0% 0%/0% 
0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 
9%/11% 24%/70% 20%/49% 0%/0% 4%/4% 
0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 
4%/37% 0%/0% 4%/16% 0%/0% 0%/0% 
0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 
0%/0% 0%/0% 0%/0% 0%/0% O%/O~ 
0%/0% O~/O~ 0%/0% 0%/0% 7%/23% 
Fo~ of Initiation: Percent of Total Contacts -----------------------p,P 
Contact 
Mutual 
Clock 
43% 60~ 68% 37% 43% 
57% 
0% 
0% 
57% 36% 32% 60% 
0% 01 0% 3% 
0% 4% 0% O~ 
Location: Percent of Contacts/Percent of Time 
Superior's office 
Manager's office 
Peer's office 
Office of subordinate 
Hall. plant', or grounds 
Elsewhere/district 
Conference or board room 
rI\lTI1"1I.n~ tv 
Away from oroanization 
0%/0% 
48%/39% 
4%/1% 
39%/22% 
4%/0% 
0%/0% 
0%/0% 
4%/37% 
0%/0% 
Purpose of Contact: 
Schedui i ng 4%/1 % 
Ceremony 0%/0% 
External board work 0%/0% 
Total secondary 4%/1% 
Status reQuests and solicitations 4~/0% 
Action requests 0%/0% 
Managers requests 9%/2% 
Total requests and solicitations13%/2% 
Information exchange 22%/66% 
Observational and informational 
tours 
Receiving information 
Givi~g information 
Revi ew 
Total informational 
Strategy 
Negotiation 
Total decision-making 
Counseling 
Counseling/Discipline 
Discipline 
Total Counseling/Discipline 
26%/10% 
13%/18% 
22%/3% 
0%/0% 
83%/97% 
0%/0% 
0%/0% 
0%/0% 
D%/O% 
0%/0% 
O~/O% 
O~/O% 
0%/0% 0%/0% 0%/0% 0%/0% 
44%/99% 56%/27% 70~/40% 64%/71% 
0%/0% 4%/10% 0%/0% 4%/1% 
44%/88% 40%/67% 33%/62% 32%/28% 
12~/1% 8%/16% 0%/0% 11%/9% 
0%/0% 0%/0% 0%/0% 0%/0% 
0%/0% 0%/0% 0%/0% 0%/0% 
0%/0% 0%/0% 0%/0% 0%/0% 
0%/0% 0%(0% 0%/0% 0%/0% 
Percent of Contacts/Percent of Time 
O%/O~ 
0%/0% 
0%/0% 
0%/0% 
0%/0% 
4%/1% 
4%/2% 
8%/3% 
8%/5% 
24%/10% 
32%/70% 
28%/15% 
0%10% 
92%/100% 
0%/0% 
0%/0% 
0%/0% 
O%iD% 
0%/0% 
0%/0% 
O~/O% 
0%/0% 
0%/0% 
4%/1% 
4%/1% 
0%/0% 
0%/0% 
20%/3% 
20%/3~ 
4~/2% 
24%/23% 
28%/38% 
1 2~/l % 
4%!16~ 
72%/80% 
O~/C% 
4%(15% 
4%/15% 
0%/0::; 
O~/O% 
0%/0::; 
Of/O% 
3':,/7% 
O~/Or. 
C%/O% 
3%/7% 
0%/0% 
n/1% 
3l:/1% 
1 0~/2% 
13%/7% 
20%/57% 
33%1l9~ 
20%/9% 
0%/0% 
85%/92% 
Ot/O;'; 
0%/0% 
0%/0% 
O~iOs.; 
O~/O% 
O~/O!';; 
0%/0% 
0%/0% 
O%/O~ 
O%/O~ 
0%(0% 
0%/0% 
7%/1% 
4%/0% 
11%/1% 
4%/7% 
25%/25% 
18%.13% 
32%/33% 
0%/0% 
79%/78% 
g%/28% 
0%/0% 
14~/28% 
0%/0% 
0%/0% 
O%/O~ 
O~,IOi~ 
25%/6% 
11%/47% 
40%/25% 
24%/22% 
62% 
11% 
3% 
23~ 
1%/7% 
1%/7% 
4%/11% 
8%/11% 
82%/79% 
3%/1% 
9%111% 
1%/7% 
0%/0% 
11 %/31 % 
0%/0% 
2%/11% 
0%/0% 
0%/0% 
2%/5% 
50% 
40" .,. 
1% 
1% 
0%/0% 
57%/36% 
2%/3% 
37%/55% 
7"'./6'J, 
0%/0% 
0%/0% 
1%/7~ 
0%/0% 
2%/1% 
0%/0% 
1%/1% 
3%/2% 
1%/0% 
4%/0% 
8%/2% 
13%/2% 
1 all 7% 
24%/22% 
25%/34% 
23%/12% 
1%/4% 
84%/89% 
3%/6~ 
1%/4% 
4%/10% 
0%/0% 
O~/O% 
0%/0% 
0%/0% 
Adjusted 
Contact :: 
1';'; 
1% 
3% 
6% 
67% 
3~ 
8% 
1% 
0% 
9% 
0% 
1% 
0% 
0% 
1% 
186 
e~jus:ed 
11ne • 
4% 
4% 
6% 
6~ 
44~ 
O~~ 
6% 
4% 
0% 
17% 
0% 
6~ 
0% 
0% 
3% 
,I\PPF.rmIX F(5) 
CONTACi R.ECORD 187 
ASSISTMlT PRINCIPAL #5 
Category Day 1 Day 2 Day 3 Day 4 Day 5 Total 
Total time in verbal contact 358 !:lin 343 min 378 min 347 min 249 !:lin 1675 min 
Total number of verbal contacts 46 49 58 33 35 221 
Media: Percent of Contacts/Percent of Time 
Telephone calls 20~/4% 10~/5% 10%/3% 18%/3% 6%/2% 13%/3% 
Scheduled rne~tings 0%/0% 0%/0% 5%/17% 9%/50% 3%/3% 3%/15% 
Unscheduled meetings 46%/48% 51%/39% 57%/49% 36%/18% 51%/43% 49%/40% 
Tours 35%/48~ 39%/57% 28%/31% 36%/30% 40%/51% 35%/43% 
Size of: Schedu1 ed fleetings/Unschedul ed l1eeti ngs/Tours 
Percent with 2 people 49% 45% 60% 33% 58% 50% 2"" 25% 19% 30% 18% 23% Percent with 3 people /10 
Percent with 4 people 3% 7':. 4% 15% 12% 7% 
Percent wit~ more than 4 people 22% 23% 17% 22% 12% 19% 
Particioants: Percent of Contacts/Percent of Time Adjusted AOJusted Contact ~ Time ~ 
External board 0%/0% 0%/0% O%tO% 0%/0% 0%/0% 0%/0% 0% 0% 
Director 0%/0% 0%/0% 0%/0% 01/0% 0%/0% 0%/0% 0% 0% 
Di strict support 4%/8% 6%/23% 3%/2% 12%/47% 3%/5% 5~/1n 4~ 9% 
Superior 4%/7"1. 4"1./10% 7'f,/29% 6%/13% 3%/8% 5%/14% 4% n 
Subordinate A. 72%/80% 94%/92% 69%/82% 61%/43% 80%/85% 73%/76% 52% 38% 
Subordinate B 0%/0% 6%/8% 0%/0% 6%/41% 0%/0% 2%/10% 2% 5:G 
Peer A. 2%/17% 4%/20% 7%/20% 3%/1% 3%/6% 4%/13::; 3% 7% 
Peer B 0%/0% 0%/0% 0%/0% 3%/41% 0%/0% 0%/9% 0% 4% 
Peer C 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 0% 0% 
Client 50%/67% 45%/71% 48%/50% 58%/50% 37%/44% 48%/57% 34:~ 29% 
Trade organization 0%/0% 0%/0% O%/O~ 0%/0% 0'::/0% 0%/0% nN O~ " .. 
Supplier or associate 0%/0% 0%/0% 2%/2% O~/O% 0%/0% O~/O% Qt. 0% ., 
Pub 1 i sher O%/O'~ 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 0'" 0% .,
Government OX/OX 0%/0% 0%/0% 0%/0% O%/O~ O~/O% 0% 0% 
Independent 2%/0% 0%/0% 0%/3% 0%/0% 3%/11% i ':'./2":. 1% 1% 
Form of Initiation: Percent of Total Contacts 
AP 70% 49% 38% 61% 46% 52% 
Contact 26% 45X 57% 36% 49% 43":. 
Mutual 4% 6% 3% 0% 6% 4% 
Clock 0% 0% 2% 3% 0% 1% 
Location: Percent of Contacts/Percent of Time 
Superior's office 0%/0% 2:/4% 2%/3% O%/O~ 0%/0% 1~/2% 
Manager's office 72%/55% 55%/38% 74%/57: 58%/28~ 79%/55% 57%/46% 
Peer's offi ce O~/O% 0%/0% 0%/0% 0%/0% O%/O~ 0%/0% 
Office of subordinate 24%/38% 27%/20% 22%/12% 24%/10% 9%/6% 22%/18% 
Ha1i, plant. or grounds 13%/35% 20%/49% 12%/21 % 18%/26% 20%/39% 16%/33% 
Elsewhere/district 0%10% 0%/0% 0%/0% 3%/41% 0%/0% 0%/9% 
Conference or board ro~~ 0%/0% 0%/0% 2%/14:': 3%/41% 0%/0% 1 %/12% 
Community O~/O% 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 
Awav from oraanization 0%/0% 0%/0% O%/Ol 0%10% O%/O~ 0%/0% 
Purpose of Contact: Percent of Contacts/Percent of Time 
Scheduling 0%/0% 4%/1% 2%/1% O~/O$ 0%/0% 1%/0% 
Ceremony 0%/0: O%/O~ 0%/0% 0%/0% 0%/0% 0%/0% 
External board work 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% 0%/0% . 
Total secondary 0%/0% 4%/1% 2%/1% 0%/0% 0%/0% 1%/0% 
Status requests and solicitations 0%/0% 0%/0% 2%/0% 0%/0% O%/O~ 0%/0% 
Action requests 0%/0% 12%/3% 10%/4% O~/O% 3":./O~ 6" " .. IiJI I ~
I·lanagers requests 4%11% 0%/1% O%/C% 0%/0% O~/Ql l~/C% 
iotal requests and solicitations4%/1% 12%/4% 12%/4% 0%/0;;; 3%/O~ 7·~11 ~ 
Information exchange 2%/6% 8ua: 10%/21% 6%/3% 14%/23% 8%/12% 
Observational and informational 
tours 35%/48% 39~/57% 28%/3U 36%/30% 40%/51;:; 35%/43% 
Receiving information 26%/6% 12':./7"1. 12~;/3% 24~/5% 26%110~ 19~/6% 
Giving information 11 ~f 4% 16%/8% 19%/6% 21%/11% 11:; m; 16%/8X 
Review 2%/6% 2~/'~ 2% 14% 3:f/4H 0%/0% 2~/13% 
Total informational 76%/70% 77~/8l% 71%/757> 90%/90% 91%/97% 80%/82% 
Strategy 0%/0% 0%/0% 2~/7Z O~/O% O%/O~ 01;/1% 
Negotiation 2%/6% O~/O% 0%/0% 0%/0% C%/O% O%/l~ 
Totai decision-making 2%/6% 0%/0% 2%17'{ 0%/0;; 0%/0% 0%/2% 
Counseling 9%118% 2%/3% O~/O% O%/C~ 0%/0% 2Z/5% 
Counseling/Discipline 7",./8% 6~/12% 17::;/15% 6%/6% 9%/8% 10%/10% 
DiSCipline 4~/2% 0%/0% O~/O% 3':/3":,/ n/3% 2%/i% 
Total CounselingfDiscio1ine 20~/28~ 8%/15% 17%/15~ 9%/9% 12%111 :t 14~!l6~ 
